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Introduction

These Standing Orders and Financi al Regul ations
expenditure, the authorities delegated by the Board, the procedures for dealing with items not specified
through the budget or elsewhere and how these Regulations may be varied.

The requirement for these regulations stems from the delegation by the Board of many of its powers. In

return for these delegated authorities, systems and procedures have been established to protect the
Association’s assets and to report to t hieeseBoard
Standing Orders and Financ i a | Regul ations need to be considere
and will be reviewed annually and updated as policies and circumstances change. These Financial

Regulations apply to Board Members, the Chief Executive, Officers and Staff of the Association and

consultants and others employed by the Association from time to time

The Board regulates monitors and controls the finances of the Association. The Chief Executive is
responsible for managing the activities of the Association through the staff and has overall responsibility of
the financial management of these day-to-day activities. S/he reports to the Board. The responsibility of the
financial management includes the following duties:

The preparation and proposal of annual budgets and longer-term plans

The preparation and presentation of quarterly management accounts

The preparation of annual accounts

The monitoringof theday-tood ay running of the Associati on
The adherence to all regulatory and statutory requirements in relation to financial matters

S

= =4 —a A -9

The Board shall not consider: -

T anew policy; nor

E ]

a development or variation of existing policy; nor
I avariation in the means or time scale of implementing existing policy which affects or may affect the
Association’s finances’

unless they have before them at the time a full statement of the financial implications associated with the
change or a statement that there is no financial implication. No person shall be involved in authorising all
three elements of any transaction (commitment, invoice approval, payment approval) as detailed in the
section of this document headed Financial Delegated Authority Limits. All expenditure must be within
approved budget limits and officers authorising expenditure must at all times take account of such limits. All
transactions must be approved in accordance with the Financial Delegated Authority Limits, which are
agreed by the Board.

Changes to these Financial Regulations and Financial Delegated Authority Limits may only be made with the
approval of the Board.
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Business Planning

The Business Plan sets out the Associati on-tesn pl a
vision for the Association. The Plan will be used both as a reference for staff and to drive all key decisions
reqguired to achieve the Asslmedcdttre.on’ s objectives

The Board shall review the five year business pl
mission, values, strategic objectives, targets and strategies. From this, key programmes and targets will be

set. The timing is illustrated in the chart below:

September

Review 5 Year Stratic Plan
and set Objectives

Quarterly December

First Year Key Programme
with targets and Budget
Assumptions

Review Performance against
targets and objectives

March

Detailed Budget for first
year
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Annual Budget

Preparation

The forthcoming year’'s budget shall be produced
budget will include income and expenditure of a revenue and capital nature. The draft budget will be

presented to the Board for approval before the commencement of the financial year in April each year.

After the Board has approved the Annual Budget, it will be the main benchmark against which the

Association will measure its financial results for the year. The Budget shall also be the basis for authority to

incur expenditure and authority is delegated to the Chief Executive to spend up to the approved budget

limit.

Budgetary Control

It is the Chief Executive's responsibility to co
the Board any variations at least quarterly. If s/he forecasts any variations in income or expenditure that

would significantly affect the year-end surplus, these are to be reported to the Board prior to them taking

effect, with their implications and controls/actions, in order to seek approval.

Where additional expenditure is identified, above the agreed revenue budget, this can only be authorised by

the Board. If this expenditure is required between Board meetings, then the approval of the Chairman must

be sought first. This approval will then be ratified at the subsequent meeting. At all times, goods and

services must be purchased on the most advantageous terms and in the best interest of the Association.

When purchasing goods or services, budget hol der
Financial Delegated Authority Limits and the Procurement & Tendering Policy and Procedures Document.

Reporting of Results

The Chief Executive shall prepare a set of Management Accounts each quarter for submission to the Board.

The achieved results will be compared to the Operational Budgets and significant variances will be analysed

and reported upon. The Chief Executive will take into account the significant variances that have been

reported year to date, and make an estimate of the most probable forecast for the full financial year.

Commitment to spend on goods or services should only take place where a budget provision has been made

within the financialyear. | f at t he end of a f i nancheenipenythear t he
unspent balances cannot be carried forward to the next. For a specific project that extends beyond one

year, the Chief Executive must ensure that the outstanding balance of work is provided for within the next

budget period(s).
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Accounts

Preparation of Accounts

The Association will prepare periodic Management Accounts and annual Statutory Accounts in accordance
with generally accepted accounting practice and complying with the Companies Act. The Statutory Accounts
will be prepared and audited within three months of the end of the financial year and are to be presented
to the Board for recommendation to the Shareholders for consideration, adoption and signature at the
AGM, which must be held before the end of September. Signed accounts are to be submitted to the relevant
regulating bodies in time to fit in with their requirements

Audit R equire ments

The primary role of external audit is to report
examination of the statements and underlying records and control systems as are necessary to reach their

opinion on the statements and report on the appropriate use of funds. Their duties will be in accordance

with advice set out in the code of audit practic

Any authorised officer of the external auditor shall have the authority to:

1 Enterat any reasonable times the association’s
I Access all records, documents and correspondence relating to any financial transaction of the
association
I Require and receive such explanations as are necessary concerning any matter under examination
I  Require any employee of the association to produce cash stores or any other property under his or
her control

Accounting Policies

In preparing the Financial Accounts the Association will utilise the following Accounting Policies which will be
applied consistently within the same financial statements and from one financial year to the next. The
assumption is that the Association will continue in operational existence for the foreseeable future. This
means that the Profit and Loss Account and Balance Sheet assume no intention or necessity to liquidate or
curtail significantly the scale of operations.

At all times the Association will adopt prudence in the preparation of its financial statements. Essentially,
the Income and Expenditure Account may include only those surpluses that have been realised at the
Balance Sheet date —surpluses should not be anticipated; they should only be included when they are
earned. Similarly, in respect of liabilities and losses, the Association will take account of all likely liabilities
and losses that have either arisen or are likely to arise in respect of the financial year. Furthermore, the
Association will account for losses/liabilities that will occur in future years as a result of current decisions.

The Association will prepare financial statements utilising the concept of Accruals and Prepayments and in

so doing ensuring that Income and Expenditure relating to the financial year in questions is included in that

set of financial statements. The financial statements of the Association will be prepared using the historic

cost convention in the format required by the Statement of Recommended Practice (SORP). It is not the

policy of the Association to capitalise interest incurred during the construction period of a capital project. It

is the policy of the Company to provide for periodic depreciation on all fixed assets. All depreciation is to be
applied on a ‘“straight | ine’ basis, utilising th
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Item No of Years

Office and buildings 100 years
Furniture and office equipment 10 years
Computer and telecommunications equipment 5 years

Note:

I  Computer software will be expensed in the year of acquisition
I There is no depreciation charge on land
9 Depreciation to commence in the quarter following date of acquisition.

It is the Association’s policy to make adequate
provision, which will be reviewed quarterly, will be computed in relation to the time outstanding utilising the
follow formula:

Up to 30 days Nil
Between 30-60 days 25%
Between 60-90 days 50%
In excess of 90 days 100%

Stocks/Inventory/Work in Progress will be valued at the lower of cost or net market value. Provision will be
made for slow moving or obsolete items.

To the extent that a liability is foreseen, deferred taxation will be provided on the liability method on short-
term timing differences between Capital Allowances on assets, subject to depreciation and the depreciation
charged in the accounts, and on chargeable gains and related balancing charges on those properties
available for Right to Buy sales at the date of the accounts. No deferred taxation will be provided on capital
allowances in respect of assets not subject to depreciation. No provision will be made in the accounts for
the contingent liability for taxation which would become payable in the event of disposal of properties and
investments held for long term retention.

Equipment acquired under finance leases will be included in fixed assets at an amount representing the

capital element of the rental payments. The interest element is included in expenditure in proportion to the
reducing element outstanding. The underlying equipment is depreciated over the shorter of the lease term

and the expected useful life of the asset. Costs in respect of operating leases are charged on a straight-line

basis overtheleaseterm. Pr of i t wi |l | only be r aaeofthveitneetand on ‘ co
Trading Properties.

Accounting Records
The Finance Officer will compile all accounts and accounting records under the direction of the Chief
Executive. All accounting records shall be retained in safe custody for such period as shall be directed by
the Chief Executive. No voucher or other document shall be destroyed before the time period stated by
statute. To comply with the law, the following records will be kept for six years:

{ Accounts raised

I Copies of receipts

T Payroll records

1 VAT records

The retention periods for documents generally are set out in the schedule of document retention periods.

Bexley Churches Housing Association | Standing Orders and Financial Regulations



10

The Chief Executive shall ensure that all accounts, accounting records, balance sheets, etc. are properly
balanced each year within a reasonable time after the Association's financial year-end. He/she will also
ensure that they are submitted to audit in a proper manner in accordance with relevant statutory
regulations, e.g., as required by the Charities Acts and the Industrial and Provident Societies Act. If for any

reason the Chief Executive is unable to do this within a reasonable time he/she will report accordingly to the
Board.
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Document Retention Periods

STATUTORY RECOMMENDED COMMENTS
RETENTION PERIOD | RETENTION PERIOD

DOCUMENT

Incorporation Documents

Certificate of Incorporation N/A Permanently Implied by Companies Act

Certificate of change of company name N/A Permanently Implied by Companies Act

Memorandum and articles of association N/A Permanently Best practice

(original)

Memorandum and articles of association Permanently Permanently Best practice

(current)

Governance Documentation N/A Permanently Required for Charitable
Status

Constitution, Aims and Objectives N/A Permanently Required for Charitable
Status

Letter of charitable registration N/A Permanently Best practice

Registration documentations (I & P Permanently Permanently Best practice

Societies)

Certificate of registration with Housing N/A Permanently Best practice

Corporation

Meetings

In case of challenge to
validity of meeting or
resolutions

Notices of meetings N/A 6 years

Board and committee minutes Permanently Permanently Signed originals must be

kept
Board resolutions Signed originals must be

kept

Permanently Permanently

Registrations and Statutory Returns

Annual returns to Housing Corporation N/A 5 years Best practice

Annual returns to Housing Corporation N/A 3 years
working papers

Best practice

Audited company returns and financial N/A Permanently Best practice
statements
Declarations of interest N/A 6 years Limitation for legal

proceedings

Register of directors and secretaries Permanently Permanently Companies Act

Register of Board members Permanently Permanently Companies Act — Records
may be removed from
register 20 years after
membership ceases

Best Practice

Register of Seals N/A Permanently
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DOCUMENT STATUTORY RECOMMENDED COMMENTS
RETENTION PERIOD | RETENTION PERIOD

Register of Share Certificates

List of members

N/A

Permanently

Permanently

Best Practice

Required by FSA

Strategic Management

Business Plans and supporting
documentation

N/A

5 years after plan
completion

Best practice

Contracts and Agreements

Contracts under seal and/or executed as
deeds

Contracts for the supply of goods or
services, including professional services

Documentation relating to small one-off
purchases of goods and services where
there is no continuing maintenance or
similar requirement

Loan agreements

Licensing agreements

Rental and hire purchase agreements
Indemnities and guarantees

Documents relating to successful tender

Documents relating to unsuccessful tender

Forms of tender

N/A

N/A

N/A

N/A

N/A

N/A

N/A

N/A

N/A

N/A

12 years after
completion
(including defects
liability period)

6 years after
completion
(including defects
liability period)

3 years

12 years after last
payment
6 years after expiry

6 years after expiry

6 years after expiry

6 years after end of
contract

2 years after
notification

6 years
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Limitation for legal
proceedings

Limitation for legal
proceedings

Best practice (suggested
limit — cost up to
£10,000)

Best Practice

Limitation for legal
proceedings
Limitation for legal
proceedings
Limitation for legal
proceedings

Best practice

Best practice

Best practice



Banking

Bank Accounts

TheBoard i s responsi bl e for aApbankacaountssha bedr dnefficidls s o C i
title and in no circumstances shall an account be opened in the name of an individual. All bank mandates
must be approved by the Board. Theserviccepr ovi ded by the Association
periodically to determine the Association is receiving value for money. Banking accounts shall be reconciled

S

with cashbooks at least once in each month.

Authorised Signatories

The Chief Executive shall maintain a list of duly authorised approved signatories. Those signatories are
currently as set out in the approved bank mandate forms approved by the Board. All transactions with the
Association's bankers shall be made by or under arrangements approved by the Chief Executive who is
authorised to operate such bank accounts as the Board considers necessary. Cheques or other methods of
payment as approved by the Board must be signed by the relevant designated signatories in accordance
with the official bank mandate.

Receipt of Monies

Tenants are encouraged not to pay their rent at the office. They have been given Paying in books in order to
pay the rent at their local bank. Any cheques received in the office should be recorded and immediately
deposited in the safe, prior to being banked as soon as possible. If any cheque is delivered by hand then a
receipt must be given. No change shall be given out of a cheque and no personal cheques may be cashed
out of t he A smMmcbeguasteteived ih the offide mudt de recorded and kept in the safe
until they can be banked. The banking of all monies received should be done as soon as it is practical after
they have been received. Any money received must be kept separate from the petty cash. The level of
money kept in the safe must never exceed the limit set within the relevant current insurance policy. Banking
of money should be carried out at different times during the day and should be undertaken according to the
conditions laid down within the relevant current insurance policy.

Post

Post should be opened in the presence of 2 people and cash and cheques should be entered into the cash
received book, detailing the date, the amount, the sender, and the cheque number. It must then be initialled
by the staff member making the entry.

13
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Control of Assets and Land Holdings

Inventories will be maintained recording an adequate description of furniture, fittings and equipment and
used to determine annual depreciation. The Chief Executive is responsible for ensuring a register of all the
properties owned by the association recording their location, purchase details, particulars of nature of
interest and rents payable [where applicable] and their title numbers is maintained. This register will also
form the basis of the depreciation records as well as a record of where the title documents are held. These
will normally be with the association’”s solicito

Any disposal of property must be undertaken following the disposal policy and procedure ensuring that the
Housing Corporation’s section 9 consent s obtai
properties. | n order to satisfy any covenants under the
need to be informed of any relevant disposal. An annual physical check of items on the inventories shall be
carried out and any discrepancies reported to the Chief Executive.

The Association’s property shall not be removed
business or used other than for the purposes of the Association's business. Assets owned by the Association
shall, as far as possible, be effectively marked as Association property.

Insurances
The Chief Executive will affect all insurance cover and negotiate all claims in consultation with other staff
members when necessary.

All employees must notify the Housing & Maintenance Manager immediately of any loss, liability or damage
for any event likely to lead to a claim. In cases of personal injury the Chief Executive must also be informed.
Where it is necessary to make a claim against an insurance policy it will be the responsibility of the Housing
& Maintenance Manager, [or the Chief Executive if the Manager is not available] following the procedure
that is laid down by the prevailing insurance company.

The Chief Executive shall report annually to the Board on the schedule of insurance policies in force and the
associated premiums.
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Tender and Procurement Procedures

To ensure that t hentdhdtendedngaArdngedants age abpve @rodch anhdnthat
Best Value is obtained for its tenants and residents, the guidelines laid down in the Procurement and
Tendering Policy and Procedures must be followed at all times. The policy and procedures should be read in
conjunction with the Gifts and Hospitality policy and procedures.

The following table details the limits for when estimates and tenders are required. The prices quoted are

exclusive of VAT:

Value of Work Requirement

£500 to £2,000 One estimate

£2,000 to £5,000 Three written estimates

Over £5,000 Tender procedure to be followed

Bexley Churches Housing Association | Standing Orders and Financial Regulations
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Expenditure

Apart from petty cash, the normal method of payment of money due from the Association shall be by
cheque drawn on t he A ssbhpother endthods of pagmentd aprokeid ythe a c c o u n
Board. The Chief Executive has authority to pay all amounts to which the Association is legally committed.

Petty Cash

A petty cash float is held in the office for the purpose of making payments below £25. It is the Administrative
Assistant’s responsibility to ensure petty cash
authorities. It is then the responsibility of the Finance Officer to ensure an expense analysis is undertaken

when it is necessary to restore the cash back to its original level.

Petty cash should only be used for items that cannot be claimed using the staff expenditure procedure.
These amounts must be below £25 for any one item.

The money may be used where staff do not normally claim for travel expenses but have had to pay for such

out of their own pocket, for example travelling to a training course. It can also be used for office

consumables, such as coffee and milk, and where the Chief Executive has approved to pay for a client or

tenant’' s travelling expenses to or from the offi

The petty cash money must be kept locked in a cash tin which must be kept locked in the safe. The keys for
this tin are to be kept by the Administrative Assistant and the Housing and Maintenance Manager. All petty
cash vouchers should be clearly marked with the item, amount, date and account code, signed by the staff
member and countersigned by the Administrative Assistant or the Housing and Maintenance Manager.
Upon completion of the petty cash voucher, the money is to be paid out by the Administrative Assistant and
the Housing and Maintenance Manager or in his/her absence, the Chief Executive.

Travel, Subsistence and Other Allowances
The following procedures are to be followed for claiming reimbursement of expenses.

All the claims for payment of car allowances, subsistence allowances, travelling and other expenses should
be approved by the Chief Executive or Chairman on a monthly basis or at such other times as may be
necessary, but within three months of the expenditure being incurred or the financial year end. This includes
any such payments to be paid to Board members.

Use of private vehicles on Association business must be approved in advance by the Chief Executive.
Vehicles must be appropriately insured for business use.

Employees should be aware that: -

I The Association will not accept liability for excess parking charges, parking fines or speeding charges,

I Expenditure in respect of entertaining must conform to the requirements of the Association's Gifts
& Hospitality policy,

{ Travel and subsistence claims must be made in accordance with the criteria set out in the
Association's Staff Handbook.

I The level of mileage rates and allowances are set out in the Association's Staff Handbook.
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Company Credit Card

The Chief Executive may hold a credit card in the name of Bexley Churches Housing Association. It isto be
used only by the Chief Executive. The credit limit shall not be more than £1,000. The card will not be used to
purchase petrol. It will be used for items that need to be purchased over the internet, or where goods or
services have to be paid for at the point of delivery; e.g. when entertaining.

Any expenditure incurred will be paid the following month by direct debit in order to avoid paying any
interest charges. The Chief Executive will attach the receipts to a detailed expenses form. When the credit
card statement comes into the office, this will be reconciled to the expenses form, signed by the Chief
Executive in agreement that that expenditure has been incurred and counter-signed by a Board Member.

Committing Expenditure
Prior to committing expenditure on behalf of the Association, the following must be checked

9 That the contractor/supplier/consultantis ei t her on the Association’
selected according to the tendering procedures, after which they will be added to the approved list,
subject to Board approval.

I That there are adequate resources in the appropriate budget to cover the expenditure

I That all and any necessary approvals have been obtained

T That the expenditure falls within the indivic

Approval of invoices/payments
Prior to approving invoices/payments the following must be checked:

 Where a post inspection of maintenance work is required prior to payment that it has been carried
out
I Confirmation has been given that the work has been completed satisfactorily

{ If an official order was issued, it is attached
I That the invoiced amount appears reasonable for the work undertaken, or if there has been an
agreed price, the invoice corresponds with the order or contract
9 If there are any concerns over value for money these have been raised with the contractor / supplier
I That the invoice is arithmetically correct
T That the authority to approve |lies within the
I That the invoice is correctly coded

Responsibilities of Cheque Signatories
Prior to signing cheques the following should be checked by the cheque signatories

I That the item has been ordered and the invoice has been approved in accordance with the limits of
financial authority

I That the order where applicable is attached to the paperwork

I That the invoice is an original and if it is not that there is confirmation that the invoice has not 17
already been paid

I That the invoice appears to be correctly coded

f That the payee’s name agrees with the invoi ce

I That the correct amount appears on the cheque

I That any adjustments to the cheque are appropriate [any such adjustments should be confirmed by

the signatories initials on the chequel]
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Delegated Authorities

General Principles

In accordance with its Governing Rules the Board has agreed that the management of the affairs of the
Association shall be delegated to the Chief Executive and staff and that the general duties of the Chief
Executive and officers be set out in this statement of delegated authority. The following details the main
decisions required within the Association and the person with authority to approve each decision. All

del egation is subject to the provisions containe

be taken in isolation. Where authority rests with the Board it is acceptable for urgent decisions to be taken
by Chair’ s a cisioms beimg raportedho the negt Roardlneeeting.

Duties of the Chief Executive
I To manage the affairs of the Association in accordance with its values and objectives and the general
policies and specific decisions of the Board.

9 To help the Board determinet he Association’s policies an

f To draw the Board’'s attention to matters

I To ensure that the Board is given the information necessary to perform its duties and, in particular,
that the Board receives advice on matters concerning compliance with its Rules, the law and the
need to remain solvent;

I To ensure that proper systems of control are established and maintained;

I To supervise the preparation of documents for consideration by the Board;

I To help the Chair ensure the business of the Board is properly conducted;

I To lead and manage the staff of the Association and ensure their performance is appraised;

I  Torepresent the Association on occasion.

Subject to these Standing Orders and Financial Regulations, and in accordance with policies and decisions
made by the Board, the Chief Executive may, without further reference to the Board, take any action he/she
considers necessary to ensure the efficient and effective management and routine Administration of the
A'S s 0 C iaetititieso n’ s

Delegated Authority of the Chief Executive

In order to carry out the duties specified above the Board delegates full operational powers to the Chief
Executive to act and authorise decisions on behalf of the Association. In particular, but without limiting the
general authority of the Chief Executive, the Chief Executive shall be responsible for appointing and
managing staff within the budget approved by the Board and ensuring that the equal opportunities policy of
the Association is applied to all staff recruitment. The delegated authority includes:

I Ensuring all staff are appropriately selected, trained and managed.

I Ensuring all proper systems of financial control are established and maintained.

I Ensuring the delivery of effective and efficient housing management and maintenance and housing
support services together with the efficient management of any development programme.

T Informing the Board of any significant changes in legislation.

e

The preparation of all documents to be considered by the Board.

I Inaddition the Chief Executive will represent the Association at all external relevant meetings and
events, although where appropriate this may be delegated to the Housing & Maintenance Manager
or the Housing Support Service Co-ordinator.
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More specifically the Board delegates authority to the Chief Executive to take executive action with regard
to the following:

T  All matters relating to the preparation, management and control of the approved budget.

T All matters relating to the preparation of the annual accounts, prior to Board approval.

I Negotiations with private lenders regarding the raising of finance, prior to formal consideration by
the Board.

T All matters relating to the employment, management, training and payment of staff.

T All matters relating to the Administration of the Rules and regulatory matters.

1T Al matters relating to the Association

'S
The Chief Executive shall have power to determine within policies approved by the Board the staffing
structure of the Association and to delegate authority to individual members of staff in the interests of the
efficient and effective running of the Association within its Rules and the framework of delegation and
systems of control established and overseen by the Board in accordance with Rule D29.

The Chief Executive has authority to take any urgent decisions provided they are in the best interests of the
Association and within the objectives, policies and plans established by the Board. In the event of the Chief
Executive operating under such authority the Chief Executive shall report such action to the Chair or Vice-
Chair of the Board at the earliest opportunity and thereafter the Board as a whole.

Delegation to the Housing & Maintenance Manager
The following is delegated to the Housing & Maintenance Manager

T All matters relating to lettings.
T Al matters relating to the management of
T All matters relating to service delivery, in connection to tenancies.

Delegation to the Housing Support Service Co -or dinator
The following is delegated to the Housing Support Service Co-ordinator:

T All matters relating to the referrals received for the Housing Support Service
T All matters relating to the service delivery of the Housing Support Service
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Financial Authority Limits

Limits to authority to commit expenditure
Members of staff have the following limits to commit expenditure subject to them complying with the
responsibilities set out above:

Officer Type of Expenditure | Limit

Board Budget items Where expenditure is over budget set and justification
has been provided by the Chief Executive

Non budget items Over £1,000 and justification has been provided by the
Chief Executive

Chief Executive All budget headings Up to budget

Capital Expenditure Up to the approved limit set by the Board for individual
projects

Non Budget items Up to £1,000

Housing & Maintenance | Maintenance orders Up to £1,500 excl VAT any one order thereafter only

Manager when authorised by the Chief Executive
Service charge Up to £500 excluding VAT any one order thereafter only
expenditure when authorised by the Chief Executive

Administrative assistant | Stationery & postage | Up to £250, thereafter only when authorised by the
Chief Executive

Authorisation of payments
Wherever possible there should be a separation between committing expenditure and authorising the
payment, but it is accepted in a small organisation this may not always be possible.

Where a member of staff has committed expenditure they should approve the payment of the invoice
following the responsibilities set out above and then pass the invoice to the Chief Executive for counter
signing.

Signatories for all payments, Housing Corporation, Financial & Legal Documents
All cheques must be signed by two signatories, from the most current mandate. One of the signatories must
be either the Chief Executive or the Chairman.

The company credit card can only be used by the Chief Executive, as set out on page 17 of the Financial
Regulations.

All Housing Corporation investment documents must be signed by the Chairman and Chief Executive. The
Regul atory & Statistical Return must Dbietheabsepar e d b
of the Chairman, the Company Secretary may sign.
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The following documents for the Nationwide Building Society must be signed by any two signatories that are
listed on the latest mandate: operation of investment accounts, loan draw down declarations and requests,
interest period rollovers, entering into fixed rate loans, security documents, loan documentation and/or
other transactions.

All legal documents, other than those relating to Housing Management below, must be signed by the Chief
Executive and/or the Chairman and another Board member, in the absence of one of the aforementioned.
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Personnel Matters

Terms & Conditions of Employment

The Board shall determine the appointment, salary, benefits and conditions of employment of the Chief
Executive. The Chief Executive shall determine the appointment, salary, benefits and conditions of
employment of all other staff.

Salaries

The Finance Officer is responsible for the payment of all staff salaries, allowances, expenses, and pensions,
under the authority of the Chief Executive, and that all relevant records comply with the HM Revenue &
Customs regulations.

Schedule 1 Benefits

The Board has delegated to the Chief Executive the authority to approve payments or grant benefits that
qualify under exemptions 1 to 8 and 11 to 13, with the provision that all decisions be reported to the next
meeting.

All payments or benefits that qualify under exemption 9 (non-contractual severance and redundancy
settlements) or exemption 10 (settlement of employment related disputes) must be approved by the Board.

Termination of Employment

The Board shall determine, if necessary, the termination of employment of the Chief Executive. The Chief
Executive, in consultation with the Board, has the authority to terminate the employment of any staff
member.
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Housing Management

Legal Notices
The Housing & Maintenance Manager has the authority to sign all legal notices relating to housing

management issues.

Tenancy Agreements
The Housing & Maintenance Manager has the authority to sign tenancy agreements on behalf of the
Association.

Rents
The Chief Executive has the authority to authorise amendments to the rent accounts, provided such

amendments are within the rent policy.

The Housing & Maintenance Manager can authorise any rent refund, where there is clear evidence one is
due.

Write Offs

The authority to approve the write off of former tenant and sundry debt arrears rests with the Board.
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Finance Control Account Reconciliations

All control accounts are to be prepared for reconciliation on a monthly basis by the Finance Officer, and
signed off as follows:

Control Account Signatory

Payroll Chairman

Bank Chief Executive
Rent Ledger Chief Executive
Bought Ledger Chief Executive
Petty Cash Chief Executive
Suspense Account Chief Executive

In the absence of the Chief Executive, if the period of absence is greater than one month, then any of the
above can be signed by the Chairman, and the petty cash may also be signed by the Housing & Maintenance
Manager.

I n the Chairman’s absence, if the period enfberabse
may sign off the payroll.
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Discretionary Limits Schedule

Category

]
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Housing &
Maintenance

Administrative
Assistant

Administration | Stationery and postage Budget 250 excl VAT any one order
Budget Preparation \Y
Approval
Control Payroll Monthly
Accounts Bank \% Monthly
Rent Ledger \% Monthly
Bought Ledger \% Monthly
Petty Cash \% Monthly
Expenditure Budget Items Budget Approved by Board
Budget Items > approved budget Justification from Chief Executive
Capital Expenditure Budget Approved by Board
Non Budget Items 1000 Report to Board
Non Budget Items > £1k
Housing Legal notices \Y
Management Tenancy Agreements \Y
Amendment to rent accounts Vv Within rent policy
Rent Refunds Vv With clear evidence one is due
Write off former tenant arrears
Maintenance Orders Budget | 1500 excl VAT any one order
Service Charge Expenditure Budget 500 excl VAT any one order
Matters relating to lettings \Y
Matters relating to properties \Y
Accounts Management Accounts preparation \%
Management Accounts approval
Annual Accounts preparation \%
Annual Accounts approval
Staffing Terms & Conditions - Chief Executive
Terms & Conditions - All Other Staff \%
Payment of Salaries V
Termination - Chief Executive
Termination - All Other Staff \%
Schedule 1 Benefits - exemptions 1-8 \% Report use to Board
Schedule 1 Benefits - exemptions 9 and 10
Schedule 1 Benefits - exemptions 11-13 \% Report use to Board
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