SAMPLE INTERNAL POLICIES  FOR FRCs

________________________________________________________________
TERMS OF REFERENCE FOR FINANCE SUB GROUP

1.  
REMIT AND ROLE OF ALL STAKEHOLDERS IN 
RELATION TO  FINANCIAL MANAGEMENT  
1.1
THE ROLE OF THE VBOM IN RELATION TO FINANCES 

Role of the VBOM in relation to financial decision making is to:

· Be aware of the overall financial situation of the Project;
· Take overall responsibility if anything goes wrong;
· Ensure that the Project is fully compliant with all the financial requirements of Companies Office and Project funders e.g. audited accounts and financial returns to funders; 
· Maintain confidentiality of financial issues; 
· Discuss and make decisions on recommendations from the finance sub-group; 
· To delegate the role of looking after the finances to the Financial Sub-group and the Co-ordinator and Administrator.
1.2  THE ROLE OF THE FINANCE SUB-GROUP 

The role of the Finance Sub-group is to:

· Assist the VBOM of the Project in understanding financial implications of delivering on actions in the workplan;
· To make recommendations to the VBOM for discussion and approval on financial matters;
· To be informed of relevant developments in the financial requirements and procedures relating to all funding awarded to the Project;
· To ensure that the Project is fully compliant with all the financial requirements of Companies Office and Project funders e.g. audited accounts and financial returns to funders; 
· To ensure that the Project operates from the basis of good financial practice; 
· To be informed of and oversee the administration of all the funding of the Project;
· To be aware of and have an overview of the financial status of the Project on a regular basis;
· To explore options with the Co-ordinator of accessing additional funding through grants and other programmes;
· To source relevant training for individual members of the sub-group to ensure all members are supported to undertake their role on the sub-group. 
1.3 
THE ROLE OF THE TREASURER 

The role of the Treasurer will be to:
· Be a signatory on the cheque books;
· Be familiar with the overall financial situation of the Project; 
· Liaise on a regular basis with the Project Co-ordinator / Administrator; 
· Be the link person for the Co-ordinator and be available to discuss any emergency issues on the telephone.
1.4      THE ROLE OF THE PROJECT CO-ORDINATOR
The role of the Project Co-ordinator will be to:

· Make decisions on expenditure up to …. Euro;
· Take responsibility for and have an overview of the overall day to day financial management of the Project;
· Make applications for grants where appropriate and in consultation with the Finance Sub-group;
· Bring the following to the Finance Sub-group:


~ Any employment negotiations that have financial implications 
  
   such as pay increases etc. 


~ The employment of any new staff that have financial implications


~ Any other recommendations or requirements of the Project that 
 
   has financial implications over …. euro. 

1.5
THE ROLE OF THE ADMINISTRATOR
The role of the Project Administrator will be to:

· Make decisions on expenditure up to …… euro;
· Look after and manage any petty cash system;
· Put in place or implement good financial accountability policies and procedures;
· Take responsibility for managing the day to day finances, quarterly returns, annual returns etc. of the Project;
· Ensure all quarterly and annual returns are in on time to appropriate accountant / funders;
· Manage the payment of wages and all related work;
· Liaise with the Accountant;
· Ensure that the Co-ordinator,Sub-group and VBOM have access to up to date financial reports and projections and bring any concerns about potential deficits to the Co-ordinator and Sub-group.

2. TERMS OF REFERENCE FOR THE FINANCE SUB- 

    GROUP
2.1 
COMPOSITION OF THE FINANCIAL SUB-GROUP (FSG):

The Financial Sub-Group will comprise of:

· No more than …. members from the VBOM all of whom are Directors of the Company. (In certain circumstances a person with specific expertise who is not a Director may be seconded onto the sub-group from outside of the VBOM); 
· The Project Co-ordinator and the Administrator will be members of the financial sub-group (PLEASE NOTE: The Project Co-ordinator and/or the Project Administrator will not attend meetings where there are clear conflicts of interest);
· The Finance Sub-group will have a designated link person who will be the Treasurer. This will ensure that the Project Co-ordinator can get in touch with a key person in case of emergencies or deal with issues that require a quick response.

Current membership of the Finance Sub-group is:
________________________________________________________________


The Treasurer is:

________________________________________________________________

2.2  
CRITERIA FOR MEMBERSHIP:

The criteria for membership of the Finance Sub-Group will be as follows:

· Ability to build good working relationships and act in co-operation;
· Some basic knowledge or skills in how financial systems work and / or willingness to learn;
· Willingness to act as team, no one member should act on their own unless it is agreed by the sub-group;
· Agreement to act within the policies, procedures and principles established within the Project;
· Ability to attend regular meetings and carry out the work of the sub-group;
· All members of the finance sub-group shall declare potential conflicts of interest in matters relating to finances.
2.3  
CHANGE OF MEMBERSHIP:

Membership of the group will be as follows:

· Membership of the Finance Sub-group is based on a 2 year term with a maximum length of time comprising of no more that 2 terms; 

· If a member of the Finance Sub-group is unable to continue they should notify the group and the VBOM in writing;
· In the case of a member of the group not attending three consecutive meetings without prior notification or just cause, such membership will be deemed as lapsed and a replacement sought. The member in question shall be notified of their lapse of membership in writing;
· Nominations for replacement sub-group members will be agreed by the VBOM;
· It is the responsibility of each of the members of the Finance sub-group to inform themselves of the terms of reference of the group and of the financial policies and procedures of the Project; 

2.4   
NUMBER OF MEETINGS / CONVENING OF MEETINGS:
The Sub-group will delegate the role of convening the meetings to the 

……………. ……..who will ensure that:

· Meetings will be held on a …………. basis or when an emergency situation arises;
· Meetings will be set for the year in advance;
· Agendas are prepared;
· Minutes are kept of decisions;
· The Finance sub-group can make decisions based on a minimum of two Directors and the Project Manager being present;
· The Finance Sub-group can make decisions re finances up to…………. Euro.
2.5 
 ACCOUNTABILITY TO THE VBOM:
Accountability to the VBOM will be as follows:
· Reports of the finance sub-group will be agreed and made to the VBOM on a ………………….. basis or when the need arises;
· Any relevant issues that cannot be addressed by the Finance Sub-group will be brought to a full meeting of the VBOM; 

· All meetings of the Finance Sub-group will be organised in accordance with good practice and transparency; 

· The Finance Sub-group will be reviewed annually as a part of the review of the functioning of the Management of the Project. 

2.6   
CONFIDENTIALITY:

All discussions of the Finance Sub-group are confidential to the group and the VBOM. It is therefore important that members of the Finance Sub-group, whilst informing and being accountable to the VBOM do not discuss the financial matters of the Project outside of the designated structures. 

