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The purpose of this policy note is to ensure the financial management of Tenterden Mindfulness Group 
(the Charity), is adequate and relevant to its size. 

 
Key principles 
 
The Charity will strive to maintain an adequate cash reserve of three months running costs or at least 
£1,500. 
 
The accounts will be prepared on a prudent basis, accounting for income in the month the relevant 
course is held.  With the matching of relevant costs to the associated revenues, unless these are non-
refundable, when they will be recognised in the month they are incurred. 
 
All payments will be made in line with any other policies of the Charity such as “the payment of 
Teachers”, or any other relevant policies. 

 
Procedures 
 
The Charity Bank account will be managed on a day to day basis by the Charity’s Administrator. 
 
The following are authorised to make payments on behalf of the Charity: 
 

 Administrator 

 Treasurer 

 Chair of Trustees 
 
Payments to third parties will be paid by the Charity’s Administrator with prior approvals to be secured 
according to the following: 

1. Payments of approved teacher invoices for services delivered will be paid by the Administrator. 
2. Single ad-hoc expense payments of up to £50 are to be approved and paid at the Administrators 

discretion. 
3. Single payments above £50 and below £250 are to be approved at the Chairperson/Treasurer’s 

discretion and paid by the Administrator. 
4. Single payments above £250 require approval from the TMG Board of Trustees and must be 

submitted for approval and minuted at the first available board meeting.  Emergency requests 
interim to board meetings may be made using the “Remote Voting Protocol” and must be 
minuted at the first available board meeting. 

All payment will have full supporting documentation retained and filed in date order. 
 
Only Trustees may instruct the Administrator to make payments. 
 
All cash or cheque receipts will be paid in to the Bank within seven days of receipt.  
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The Administrator will keep records that allow the profitability of each course to be accurately 
calculated and reconciled to the accounts.   
 
All accounting records and supporting material will be kept securely for a period of six years in order to 
comply with Charity Commission retention for potential audit requirements. 

 
Monthly 
 
Each month the Administrator will analyse all payments and receipts and send these to the Treasurer 
for inclusion the ledgers of the Charity.   
 
The ledgers of the Charity will be reconciled to the bank statements each month. 

 
Quarterly 
 
Each quarter the Treasurer will prepare management accounts for the Trustees.  These will include: 
 

• Rolling profit and loss for the last 6 quarters. 
• A balance sheet for each of these quarter dates 
• Details or all cash payments and receipts in the preceding quarter. 

 
Annually 
 
The Treasurer shall provide adequate information to the appointed accountants to enable them to 
prepare the statutory accounts for the Charity. 
 
The accountants will prepare the annual accounts and prepare these for approval of the Board of 
Trustees within six months of its year end (31 March). 


