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CONTROLS ON INCOME
The aim of this policy is to ensure that [ORG] receives the full amount of income due to us at the right time.
Due diligence policy on accepting funds 
[ORG] must exercise due diligence prior to accepting significant donations and ensure that any funds accepted:
· fulfil our mission
· are not in conflict with our values 
· do not present a risk to our reputation or independence.

To inform decisions, [ORG] will evaluate the profile of the funder or donor, taking into consideration the original sources of their funding, the purpose of the funds and whether any conditions attached are reasonable, ethical and achievable. 

Pricing, invoicing and debt control 
Pricing

	Type of Activity
	Pricing Policy

	Fundraising activities
	

	Charitable activities – beneficiaries/users paying
	

	Charitable activities – funders paying
	



Invoicing and debt control
[bookmark: _GoBack]In order that [ORG]’s management team is aware of what income is due, all employees who are responsible for contracts, grants, or other activities that generate income should inform [the finance officer] of the details promptly. All invoices will then be issued by [finance officer/administrative officer].  

If payers are late settling invoices, the [finance officer] will contact them after [x] days to request payment.  

If no payment is received after [x] days, and no reasonable explanation has been given, with the approval of the [director] services will be withdrawn until the debt has been cleared.



Grants 
Applications
New opportunities for grant funding may be identified by any member of staff.  The [chief executive/management team] will determine whether an application is to be made, with reference to the annual plan, and with reference to the [board of trustees] if appropriate.
All applications must be approved by the [chief executive], and the [finance manager] must approve the financial elements.

Management
[Project staff] are responsible for ensuring that reports are submitted to grant funders in accordance with grant conditions.
Legacies
The [finance officer] will keep records of any legacies notified to the charity, and will follow up on a [quarterly] basis to review progress on collection of outstanding legacies.
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It’s meant as a guide and does not constitute legal advice. 
image1.png
NcHo




