to prevent suicide

Financial Management & Accounting

Financial Management
Financial management is more than just ensuring there is sufficient cash and keeping to budget.

Financial management involves:
v Setting financial objectives

v Planning and acquiring funds

v Ensuring funds are being effectively managed

v Management and financial accounting

v Formulating strategy

v Planning and controlling activities

v Decision-taking

v Optimising use of resources

v Disclosure to other interested parties external to Youth Mental Health Foundation
v Disclosure to employees

v Safeguarding assets

Clear procedures are needed to ensure that the Trustees of Youth Mental Health Foundation
have the tools and skills to ensure effective financial management takes place. Where staff
and/or volunteers are involved the individual responsibilities should be clear to avoid confusion,
inconsistency & conflicts.

The role of the Treasurer or Chair is often crucial in discussion with key funding bodies,
suppliers, commissioners of services, auditors etc. However, legally the Trustees are
collectively/jointly responsible for ensuring that the charity's resources are properly managed
and accounted for and must not assume the Treasurer and/or Chair will do everything.. The
following policies and procedures enable the Trustees to delegate financial management to the
Treasurer.

Definitions:
Board: The Board is the Board of Trustees of Youth Mental Health Foundation. Financial Year:
Youth Mental Health Foundation's financial year is 1 January to 31 December.



Treasurer: The Treasurer is the member of the Board who leads the strategic and operational
responsibility for the financial management of Youth Mental Health Foundation.

Finance Officer: The Finance Officer is the person who has the day-to-day responsibility for the
administration of Youth Mental Health Foundation's financial transactions.

Note: It may be the case from time-to-time that the Treasurer and the Finance Officer are the
same person. For that reason, these policies and procedures are constructed in a way which
does not require or imply that one role acts as a monitor/validator of the other.

Authorised Person: Authorised persons are those persons authorised by the Board of Trustees
to approve financial instruments (cheques, purchase orders, invoices, etc) on its behalf.

Income Policy & Procedures

Purpose:

To safeguard, monitor and control income including grants, donations & contribution in the form
of BACS, cheques & cash.

To outline the structure of authorisation for dealing with income, credit-control and cash
management.

Invoices:
Invoices should be issued whenever it is appropriate.
Invoices should include the following details:

- Youth Mental Health Foundation's logo;

- A statement that Youth Mental Health Foundation is a registered charity, and its charity
number; (delete this clause if not appropriate);

- The name and address of the person or organisation being invoiced;

- The date of the invoice, which must be the date it is posted to the accounts;

- The nature of the services and/or goods being charged for;

- The rate at which services and/or goods are being charged for;

- The purchase order number (where available) and/or any other appropriate identification
information provided by the person or organisation being invoiced;

- Ifthe invoice is to a funding body it should state the funding period to which it relates;

- The invoice total;

- Goodwill's payment instruction & terms of payment.

Where acceptable to the person/organisation to which it is addressed, the invoice may be sent
electronically in PDF format. Otherwise the invoice shall be printed and sent by post. In either
case the invoice must be dispatched within 2 working days of being produced.



Outstanding invoices:
The Treasurer will review the outstanding invoices every month.

If an invoice hasn't been paid within 28 days of being issued, then a second invoice should be
issued. The second invoice should be a copy of the first, but with "REMINDER" added to it.

Any invoice which remains unpaid for more than 56 days must be brought to the attention of the
Board to determine what further action should be taken.

Unless there are extenuating circumstances, debtors with invoices more than 56 days overdue
will not be allowed any further credit (eg: the provision of goods or services, or
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