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1. [bookmark: _kbulltgre6pr]Purpose & Scope
1.1. Purpose
Explain policy's purpose (e.g., "Manage cash flow," "Prevent errors," "Maintain records").

1.2. Scope
Specify who it applies to (e.g., "All employees," "Finance handlers").
2. [bookmark: _qflvm9f8ggtg]Roles & Review for the financial management Policy 
Define key finance responsibilities (e.g., " finance clerk handles invoicing").

	Role
	Responsibilities

	Board of Directors
	Approves budgets, audits, and major expenditures (>$50,000)

	Finance Committee (Sub-Committee of the Board)
	Oversees financial strategy, risk management, and policy compliance

	Chief Financial Officer (CFO)
	Leads financial strategy, ensures compliance, and reports to the board

	Finance Manager
	Manages day-to-day accounting, financial reporting, and internal controls

	Procurement Officer
	Ensures competitive bidding and compliance with procurement policy

	External Auditor
	Conducts annual independent audits and reviews internal controls




2.1. Segregation of duties
To prevent fraud and errors, the following duties must be separated:
Requesting funds ≠ Approving payments ≠ Recording transactions
Payroll processing ≠ HR records management
Bank reconciliations ≠ Cash disbursements
2.2. Policy Review Procedures
Set review frequency (e.g., "Annual January review").
Assign policy ownership to a specific function/team.

3. [bookmark: _veo9jtp946a4]Accounting Procedures
Specify your bookkeeping software and accounting framework (e.g., IFRS, GAAPs).
	The financial management system used is
	[system name, e.g., QuickBooks/Xero]

	Accounting records are maintained in accordance with the following standards to ensure auditable financial statements.
	[standards, e.g., IFRS/GAAP] 

	At month-end, the accountant prepares the following reports 

	· A balance sheet
· An income statement
· Cashflow statement
· Revenue and expenditure reports
[Add on all the reports you wish to create]

	These documents will be reviewed and approved by
	[role, e.g., Finance Director/Board Treasurer] 

	The reports  should be reviewed and approved before 
	[submission deadline/process, e.g., the 10th of the following month]



4. [bookmark: _44yapb3xq3ud]Budgeting Procedures
Specify your bookkeeping software and accounting framework (e.g., IFRS, GAAPs).
	Budgets will be prepared 
	[frequency, e.g., annually/quarterly]

	The budgeting approach to be used  will be 
	[approach, e.g., zero-based/incremental]

	The following budgets are required
	[list types, e.g., operational, capital]

	Draft budgets will be presented by
	[role/department]

	Final budgets will be approved during
	[event/timeframe, e.g., Q4 board meeting]

	Approved budget will be kept on file and made available by
	[role/department]

	Approved budgets are accessible to 
	[specified personnel/ departmental]

	The minimum reserve amount and duration is 
	[amount/duration, e.g., 3 months of operating expenses]

	The minimum reserve requirements are made and approved by
	[role]

	Budget deficits require approval by 
	[role]

	Actual vs budget Comparison must be presented to the board
	[frequency, e.g., bi-annually].



5. [bookmark: _glh3z1q0c8ha]Bank Management
5.1. Bank Accounts Records
Establish procedures for maintaining bank records, requiring dual payment approval with clear limits. Ensure no self-approvals. Define bank reconciliation processes and timelines for resolving discrepancies.
	Bank Account Name
	Account Number
	Names of Authorised Signatures
	Minimum number of signatories for payment approval

	
	
	
	



Payments exceeding [amount] require two authorized signatures, including one board director from the approved list:
[List names of authorized directors]
Prohibited Actions:
· No signatory may approve payments to themselves
· Such payments must instead be approved by the [designated role, e.g., Treasurer/Chairperson]
5.2. Online Banking Security Measures
The online banking administrator is [insert role], with authority to:
· Set up new users
· Configure approval limits
· [insert /modify authority as required]
The authorized Users for the online banking system are :
[List names/roles of authorized users]
The [Insert Role] must ensure:
1. Password are:
· Never stored in hard copy
· Kept confidential (not shared)
· Unique per user
2. Device Security:
· All banking devices stored securely
5.3. Bank Reconciliation
Bank statements will be received and and filed by [insert role]
Bank accounts reconciliations will be conducted [insert frequency]
Bank reconciliations reports should be prepared and shared to board of directors and CEO every [insert frequency]
Payroll 
5.4. Payroll 
5.4.1. Employee Payment Processing:
· Employees will be paid [frequency, e.g., monthly/bi-weekly]
· Each employee will receive a [digital/paper] pay slip
· The payslip will list ; name of the organization, name of the employee,period of payment, basic salary, benefits, all deductions and net payment.
· Processed using: [software name, e.g., ADP/QuickBooks]
· Processed by: [role/department]
· Approved by: [role]
5.4.2. Key Pre-Payment Controls:
· [List controls, e.g., "Hours verification by supervisor"]
· [List controls, e.g., "Cross-check pay rates with HR records"]
· [List controls, e.g., "Validate new hires/terminations"]
6. [bookmark: _98f7un5s3bor]Procurement 
6.1. Approval thresholds for operating expenses
Set approval tiers (Manager: up to $1000, Owner: over $10000)
Require pre-approvals for travel/non-routine expenses and matching invoices with purchase orders before payment
Implement receipt deadlines with consequences
Sample threshold table
	Threshold
	Approver
	Additional Requirements 

	
Under 100
	[Role]
	[Optional: e.g., "Receipt required"]

	100- 500
	[Role]
	[Optional: e.g., "Prior email approval"]

	500-1,000
	[Role]
	[Optional: e.g., "Signed request form"]

	Above 1,000
	[Role]
	[Optional: e.g., "Board approval required, Open Tender"]




6.2. Tender Criteria
When tenders are required the following process will be followed. Each tender will be evaluated on the following principles;

[insert the tender  awarding criteria that must be followed]

6.3. Payments 
6.3.1. Payment Submission & Approval
All payments must be submitted to and approved by: [insert role]
The following documents are required for payment processing:
[List documents, e.g., "Invoice", "Approved purchase order", "Receipt"]
All payments must be logged in [Financial Management System] for authorization
Payments will be processed [frequency, e.g., weekly/bi-weekly]

6.3.2. Cheque Management
Cheque books stored and secured by: [role]
All cheques must be recorded in the system by: [role]
Cheques must be presented to and signed by: [role(s)]
Required supporting documents for cheques:
   [List documents, e.g., "Approved invoice", "Payment authorization form"]
Each cheque requires [number] signatures from:
[List authorized signatories, e.g., "Director + Treasurer"]

7. [bookmark: _qofue63hobdj]Petty Cash 
7.1. Definition & Purpose
Petty cash is defined as ___
Approved uses: [List eligible expenses, e.g., "office supplies, staff refreshments"]
Prohibited uses: [List excluded expenses, e.g., "personal advances, payroll"]
7.2. Controls
Maximum fund limit: [Amount, e.g., "$500"]
Log review: Submitted to [Role] [Frequency, e.g., weekly/monthly]
Documentation: All expenditures require [Supporting docs, e.g., "receipts"], stored by [Role]
7.3. Replenishment & Verification
Replenishment requests submitted to: [Role]
Withdrawals recorded in the petty cash log: [Frequency, preferably, "immediately"]
The petty cash balance and the petty cash log reconciliation should be :
Verified by: [Role]
Frequency: [e.g., monthly/quarterly]
7.4. System Recording
Petty cash withdrawals should be processed into [Financial System] by: [Role]
Frequency: [e.g., "monthly with reconciliation"]

8. [bookmark: _tvnas4xc6izm]Property and Equipment
Ensure you establish asset register format and review schedule and assign documentation , disposal procedures insurance responsibilities
8.1. Buildings
Title deeds and purchase documentation must be properly filed
The designated [role] maintains an up-to-date property register

8.2. Equipment
Capital assets  with [purchase price > [amount] and useful life > [time period] must be recorded in the equipment register
The accountant must:
· Prepare depreciation schedules
· Record all purchases, depreciation, and disposals in the accounting system

8.3. Leases
All leases require [approval authority, e.g., Board/CEO] approval
Lease agreements must be securely stored
The [role/accountant] must provide an annual asset register to the external auditor

9. [bookmark: _qhi77o3myljt]Insurance 
The [role/board]  will approve, review and  maintain adequate coverage for:
· Property/assets
· Public/employer liability
· Directors' liability
· [list any other necessary insurable risks]
The [role] is responsible for 
· Reviewing all insurance policies before renewal
· Storing all insurance documents securely and providing the said documents when properly requested 
· Maintaining  the insurance claims register 
· Engaging with insurers to verify compliance
10. [bookmark: _aknkbpgrj8be]Funding Compliance- If Necessary
10.1. Donor Compliance
Monitoring and implementing all donor requirements
Conducting [frequency] reviews of grant terms versus actual expenditures
10.2. Document Management
Storing original grant agreements in [system]
Maintaining all supporting evidence and reports
Updating the grant tracker with:
· All key deadlines
· Reporting requirements
Fund utilization rules
10.3. Reporting
Preparing all required deliverables
Submitting documentation to funders by stated deadlines

11. [bookmark: _oiu1ik774gwr] External Financial Audit
The financial year runs from: [Start date] to [End date]
The external auditor will complete the financial statements audit within [timeframe, e.g., 8 weeks of year-end].
The [Role] must submit signed audited financial statements by [deadline] to:
· [Funding agencies] (if required)
· [Regulatory bodies] (if applicable)
The [Role] presents audited accounts at: [Board meeting date/name]
The [Role] must:
· Create an audit recommendations tracked
· Ensure implementation of all audit recommendations

12. [bookmark: _3tup1uqracph]Taxation
The company is [registered/not registered] for VAT.
Technical tax advice must be obtained from:
· [Role]
· A pre-approved 3rd party qualified tax advisory company
The board must be informed of all material tax matters by [role] 
The [role] is responsible for ensuring full tax compliance
The [role] must ensure that the organization maintains a current tax clearance certificate at all times









