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INTRODUCTION
These guidelines have been prepared by MWiB Finance Task Group to help and advise MWiB Treasurers.  
For queries about these guidelines or any questions concerning MWiB finances, please contact the Finance Officer at:
MWiB c/o Touchstone
4 Easby Road
Bradford
W. Yorks
BD7 1QX

E-mail: finance@mwib.org.uk
Phone: 0300 030 9873
MWiB has its own bank accounts and carries out its own reporting.  It is not funded by the Methodist Church and although much of what we do is undertaken by volunteers, we do need funds to pay for the administration of the organisation, to reimburse those volunteers for their expenses and to pay for the production of all our resources.   Also 10% of the amount donated towards the work of MWiB is given out as overseas Empowerment Gifts.

Note: In this document the World Mission Fund is referred to as WMF 
RECOMMENDATIONS
Effective processes for handling money need to be in place to eliminate accidental errors and prevent theft or fraud.  These include keeping accurate accounting records and having clear policies for dealing with receipts and payments.
1. Wherever possible there should be a bank account in the group name into which all income should be paid and from which all expenditure should be made.  No funds should be paid into or from a personal account.  
2. Bank statements should be requested on a regular basis and the account reconciled each time.  It is suggested that this is done at least in time for each meeting so that an appropriate financial report can be made.  
3. Records should be maintained for each fundraising event, in sufficient detail to identify total receipts, how they have arisen, and details of all costs incurred.  Please note that income should be recorded gross; that is before any expenses have been paid out.
4. Money received should be paid into the bank account as soon as possible.
5. Petty cash should be kept to a minimum but it is accepted that some cash payments are unavoidable.  You must ensure that an appropriate receipt is received for all cash expenditure.  
6. All the money that is collected through an offering or collection should ideally be counted by two people.  A signed record of this count should be kept and the total reconciled to the amount banked.
7. There should be two signatories for cheques (preferably from a pool of at least three people), and two authorisers for on-line transactions (again from a pool of three people).  Signing blank cheques is NOT recommended.
8. If the treasurer needs payment, at least one other person (preferably two) should authorise the payment – the treasurer should NEVER be the only person involved in such a transaction (even if supported by documentation).
9. At the end of each year the accounts should be subject to an independent examination by someone with appropriate financial knowledge but this does not need to be by a qualified accountant.

HOW TO HANDLE INCOME
When fund raising, the purpose of the event should be clearly stated in the advertising and at the event.  It is important that the donors know what they are contributing to.  This is particularly important when people are willing to gift aid their donation and the gift aid envelope should be clearly marked with the name of the collection.
Collections may be made for the following purposes:
· MWiB funds – As we have stated above, MWiB is not funded by the Methodist Church and although much of what we do is undertaken by volunteers, we do need funds to pay for the administration  of the organisation, to reimburse those volunteers for their expenses and to pay for the production of all our resources.  Also 10% of the amount donated towards the work of MWiB is given out as overseas Empowerment Gifts.

· The various national MWiB fundraising campaigns – for current details please refer to our website at www.mwib.org.uk

· World Federation of Methodist and United Church Women (WFM&UCW)

· Easter Offering – This is a service that traditionally the Women in the Methodist Church have written and used to raise awareness of mission opportunities around the world.  MWiB continues this involvement and all Easter Offering collections and donations are for the WMF.  For further information about Easter Offering collections please see below.


Funds collected for MWiB, WFM&UCW or the national MWiB fundraising campaigns, can be:

· sent by cheque made payable to Methodist Women in Britain or MWiB to the address shown above.  Please remember to include details of the district or circuit name and number.
· paid in at a branch of HSBC using the paying in slips which are available on request from MWiB.  If money is paid in directly it is essential that the details of the District or Circuit name and number and the nature of the collection are sent by email finance@mwib.org.uk  or by post using the address above. 

· transferred electronically to the MWiB account.  Please contact the Finance Officer for further information.
CAF ‘charity cheques’ should be made payable to Methodist Women in Britain or MWiB and can be sent to the Finance Officer.

We also encourage individuals to make regular donations towards the work of MWiB and anyone wishing to set up a standing order can request a form from the Finance Officer or download the form from our website at http://www.mwib.org.uk/about-us/how-we-operate/finance.html.  A gift aid declaration form is also available for those donors who pay tax.

Collections for Easter Offering:
[bookmark: _GoBack]Instructions about the collection and paying over of all Easter Offering funds will be included in the Leaders Notes for each service.  The whole of the Easter offering is for the work of the World Mission Fund and should be paid directly to them using the 02 paying-in book.  Please do not send any Easter Offering monies to MWiB.  For any queries about how to deal with Easter Offering collections please contact the Finance Team at Methodist Church House.  E-mail:  rutayisiree@methodistchurch.org.uk or telephone:  020 7486 5502 


Collections for WMF (independent of Easter Offering):
Money which is for WMF should be paid in via your Circuit or District WMF Secretary.  Please do not send any WMF monies to MWiB.  The 02 paying in book is only to be used for paying in Easter Offering monies as explained above.

Collections for Local Projects:
Money which is raised locally for Circuit or District projects must be properly accounted for and channelled through your Circuit or District MWiB bank account.  


GIFT AID
Personal donations can be gift-aided adding 25p per £ to the donation.  Labels with gift aid wording to attach to envelopes for use in a collection are available from the Finance Officer at finance@mwib.org.uk or can be downloaded from http://www.mwib.org.uk/about-us/how-we-operate/finance.html. 
  

HOW TO HANDLE EXPENDITURE
A proper itemised invoice or receipt showing the date, amount and description of the expenditure should be kept as evidence for all money paid out.  It is recommended that the method (cash, cheque or bank transfer) and purpose of the payment is also recorded.
As a general rule speakers should be offered expenses and meals and accommodation where appropriate.  The standard Methodist Church mileage rate is currently 45p. Consideration should be given to distances they might have to travel.  Is it worth them travelling 200 miles for a 30 minute talk?  Is this good for the carbon footprint of the Methodist Church?  Is this good stewardship of the money?  Treasurers are in a position to pose this question to the rest of the committee.
Attendance at meetings:
Travel expenses for MWiB Forum, Executive and Connexional Task Group members will be paid by MWiB centrally normally by bank transfer and personal bank account details need to be supplied accordingly.  Cheque re-imbursement will be made where these details are not available.  All travel expense claims must be supported by evidence such as used tickets, receipts or confirmation.  Expenses claim forms are available from the Finance Officer at finance@mwib.org.uk 
As explained above, MWiB relies on your support.  We do not receive any funding from the Methodist Church.  Therefore we encourage people to keep expenses and travelling costs to a minimum, e.g. by booking train tickets well in advance and sharing lifts where possible.  
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