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LUTHER KING HOUSE
POLICY AND PROCEDURES: FINANCIAL DELEGATION ANNUAL SCHEDULE

Introduction

This policy document is to be read in conjunction with the Financial Delegation policy. It sets out the limits and amounts that can be authorised by staff, the President and the FMC each year.

Purchases

For the purposes of this schedule, ‘purchase’ shall be defined as a single item or multiple items appearing on a single invoice.

· Limit for purchase authorised by Budget Holder		up to  £  2,000
· Limit for purchase authorised by the President		up to  £10,000
· Limit for purchase authorised by FMC			over   £10,000

Cash 

· Maximum cash held on the premises during 
business hours							£1,500
· Maximum cash in transit					£2,500
· Maximum cash in locked safe					£2,500

Banking

Where possible, payments should be made via online banking. However, when a cheque is issued, any two signatories are required.

Online Banking

A system of dual authorisation must be in place. 

Credit Card Purchases

Three credit cards are issued within the account of the Trust, with the specific name and address of any one Trustee, the President, and the Operations Manager. All budget holders will have access to a credit card for purchases in line with above parameters. Details of credit card purchases and receipts are to be submitted to the Finance Office by the end of the relevant month.
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