
 
 

LUTHER KING HOUSE 
POLICY AND PROCEDURES: FINANCIAL DELEGATION 

 
Introduction 
 
Although decisions may be delegated as set out in the Financial Delegation Annual Schedule, the FMC 
remains responsible for any decision made under delegation. 
 

A. Setting the Annual Budget 
 
1. The budget must be approved by the FMC and the LKH Board no later than the July Board 

meeting in the prior financial year to which it relates, and this must be recorded in the 
minutes of the meeting. 

2. The FMC will be responsible for providing adequate financial information and forecasts to 
enable the Board to approve a budget. 
 

B. Budgetary Control 
 
1. The FMC will have responsibility for: 

a. Ensuring appropriate accounting records are maintained within the Trust. 
b. Providing regular financial reports to the Board giving information about spending 

against the approved budget. 
c. The transfer of resources between the Trust and its subsidiary, which will be 

reviewed annually. 
2. Any changes to the agreed budget made in accordance with the above provisions must be 

presented to the Board at its next meeting and formally ratified by inclusion in the minutes of 
that meeting. 
 

C. Purchase and Expenditure Control Procedures – Outline Principles 
 
The basic stages for which separate persons should be responsible are: 

 
1. Ordering of goods and services 

The authority to place orders will be limited as follows: 
a. There will be a limit for the purchase of individual items which can be authorised by 

the FMC, President and other staff, provided that the costs can be met from the 
annual approved budget. These limits will be reviewed annually. 

b. The Trust employees must not enter, on behalf of the Trustees, into any lease, hire 
purchase or similar agreement, of more than 12 months duration without the 
approval of the Board. 

2. Authorisation of the purchase before it is placed with the supplier 
This must be a different person from the person who raises the order, i.e. the purchase 
order requires a signature.  

3. Checking and signing for receipt of the goods or service 
4. Authorising payment 

Only the budget holder may certify invoices. 
5. Reviewing of expenditure  

This is the task of budget control. 
 

D. Petty Cash 
 



1. The maximum cash to be held on any premises will be specified and reviewed annually. 
2. All purchases should be approved in advance by the person responsible for the budget to 

which the costs will eventually be charged. 
3. Any cash held on the premises must be covered by insurance. 

 
E. Bank Accounts 

 
1. The Finance Manager and the finance team shall be responsible for the reconciliation of the 

banking records. Such reconciliation will be completed monthly and signed by the person 
completing the reconciliation. 

2. Any outstanding items shall be investigated and listed on the reconciliation.  
 

F. Staffing and Salaries 
 
1. The Board will determine the annual salary for staff upon recommendations by the FMC. 
2. All appointments of staff will be brought to the attention of the Management Committee. 
3. The President and appropriate line manager will make any arrangements where necessary 

to maintain staffing levels in the event of absence through staff vacancy, long term illness or 
sabbatical leave. 

4. The Finance Manager will be responsible for the maintenance of adequate personnel 
records. The Academic Registrar will be responsible for the authorisation of any payments to 
sessional staff.  Where appropriate these will be made through the payroll so that 
appropriate statutory deductions are made. 

5. The Finance Manager and Operations Manager will be responsible for the authorisation of 
any expense payments to staff. 

6. The Finance Manager and Operations Manager will be responsible for ensuring that payroll 
records are monitored to ensure payments are consistent with those approved by the Board. 

 
G. Security of Stock and Inventory of Assets 

 
1. The members of the Management Committee are responsible to the Board for the safe 

custody and control of cash and other property belonging to LKH. 
2. The Board will maintain an asset register of all items that have been identified as capital 

purchases. 
 

H. Insurance 
 
1. The FMC will review at least annually whether the sums insured are commensurate with 

risks, and consider the adequacy of insurance cover for: 

• Vandalism 

• Property (on or off the premises) 

• Money 

• Personal accident 

• Losses which arise from fraud or dishonesty 

• Staff absence or maternity leave 
2. The FMC is responsible for: 

a. Informing the insurers of any new risks. 
b. Making claims arising from accidents or other incidents. 

 
I. Computer Systems 

 
The FMC should ensure that: 

a. The computer-based management system is registered in accordance with the 
GDPR. 

b. Only appropriate staff have access to the relevant computer records. 
c. Adequate back-up procedures are in place and implemented 

 
J. Register of Interests 
 



The Board will establish and maintain a Register of Pecuniary and Non-Pecuniary Interests. The 
Company Secretary will be responsible for maintaining the Register and will present it to the 
Board at least annually for approval. At each meeting of the Board an opportunity will be given 
for the declaration of specific interests. 
 

K. Statement of Internal Control 
 

The FMC will ensure that systems of internal control are in place to ensure that there is: 
a. A separation of duties. Key tasks must be assigned to separate members of staff 
b. A system of authorisation. Each transaction is authorised before passing on to the 

next stage of the process. 
c. An audit trail. This tracks all stages of a transaction, e.g. from order, to invoice, to 

accounts, to payment, and the reverse. 
 

L. Risk Register 
 
The Board will regularly review a Risk Register which tabulates the risks that the Trust Is 
exposed to, the extent to which existing internal controls mitigate the risk, and an assessment of 
how likely each risk is given the controls in place. The Board will assess how serious the impact 
would be if an identified risk occurs in relation to the finances, operations, reputation, etc. The 
Board will also identify any action necessary to mitigate the risk and allocates responsibility for 
implementing the action to specific members of staff. 

 
M. Annual Schedule 

 
 This will be reviewed and approved annually by the Board. 
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