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ASLE-UKI’s primary governing document is its Constitution. These policies are intended to

supplement the Constitution to ensure smooth, secure, and accountable running of the Association’s

daily financial affairs. This set of policies offers guidance around the Association’s financial controls,

its reserves and investments, expenses and remuneration, and the management of financial risk.

A. Financial Controls

The Association will take steps to ensure that its funds are secure, that its accounting practices are

transparent, and that its funds are used only for the ends set out in the Constitution.

Authority and Oversight

ASLE-UKI has a Treasurer, who is an elected Officer of the Association, and who manages the
Association’s day-to-day financial affairs.

ASLE-UKI has a Finance Subcommittee which consists of the Treasurer, President, Secretary,
Membership Secretary, and any member of the Executive Committee responsible for raising
and/or disbursing funds. It will normally be chaired by the Treasurer. The main duties of the
Finance Committee are set out in the Constitution but are mainly concerned with strategy
and oversight rather than day-to-day affairs.

The Association’s annual accounts are scrutinised by an Independent Examiner and
approved by members at an Annual General Meeting.

Bank accounts held by the Association will normally have three signatories and will require
at least two signatories to authorise any expenditure. It is the responsibility of the Treasurer
to ensure that bank mandates and authorised signatories are kept up to date.

It is the responsibility of all trustees to guard against financial mismanagement and fraud. If
there are any concerns, they may be taken in confidence to the Treasurer or President in the
first instance. If the concern is with either of these officers, concerns may be raised first with
other officers, other members of the Finance or Executive Committee, or as a final resort,
with the Independent Examiners.



Authorisation

Routine payments below £250 can be authorised by the Treasurer or, if the Treasurer is
unable to act, the President (although all such payments will continue to need two
signatures to be approved for payment from the current account).

Payments of between £250 and £999, and payments below £250 that are unusual or
unexpected, must be authorised by the Treasurer and the President or, if the President or
Treasurer is unable to act, by either the President or the Treasurer and one other officer.
Any payment between £1000 and £2499 must be authorised by a majority vote (either in
person, online, or by email) of the Finance Committee.

Any payment of £2500 or more must be authorised by a majority vote (either in person,
online, or by email) of the Executive Committee.

The spending limits apply both to one-off payments and to the total of regular payments.
For example, an annual prize of £200 that was expected to run over five years would be
treated as spending of £1000.

Regular payments that have already been authorised at the appropriate level, for example
annual fees paid to our publisher or an annual prize, do not normally need to be
reauthorised on the occasion of each single subsequent payment.

Banking

The Association will maintain such accounts that are necessary to the day-to-day running of
the organisation. Accounts may include current, deposit, and any third-party accounts (such
as PayPal) necessary to collect online payments.

All transactions conducted by the Association will take place through an appropriate
account. The Association does not normally make cash payments. If there is an exceptional
need to make a cash payment, it must be fully justified and approved in advance by the
finance committee.

Any cash collected, for example as donations, must be paid into an appropriate account at
the earliest possible opportunity and the Treasurer informed of the amount and source of
the cash.

As far as is possible, accounts will be maintained only with financial institutions that publish
ethical policies that align with the aims and objectives of the Association.

Accounts that are no longer required will be closed promptly.

Record Keeping

The Treasurer will keep and preserve records of all the Association’s financial transactions in
an appropriate form, which may be hard copy, electronic, or both. These will include:

bank statements

PayPal statements

claim forms and supporting documentation for expenses payments

invoices and bills issued and received
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remittance advice issued and received.



Reporting

A treasurer’s report will be a standing item on the agenda of all meetings of the Finance
Committee and of the Executive Committee. The Treasurer will submit interim financial
statements to all meetings of these committees.

The Treasurer, working with the Finance Committee and the Executive Committee, will
prepare annual receipts and payments accounts and ensure they are examined by an
Independent Examiner.

Annual accounts will be made available to members at an annual general meeting and, once
approved by the general meeting, will be uploaded to the Association’s website.

Annual accounts will be submitted to all necessary authorities, according to law.

B. Reserves

The trustees maintain an appropriate level of reserves to ensure that the Association remains a

going concern, to allow it carry out its day-to-day and annual activities without going overdrawn, to

manage risk by protecting the Association from unexpected costs, and to allow for appropriate

forward planning. To that end, the trustees ensure reserves are at all times sufficient to meet the

costs of the Association, including the costs of our conferences, journal, website, seminars, and

necessary committee expenses, for not less than 12 months.

C. Investment

The trustees intend that any surplus, beyond reserves maintained in line with the Association’s

reserves policy, be expended on charitable activities. However:

Any investments or reserves will as far as possible be invested or deposited in accounts at
financial institutions with a clear ethical investment policy.

The trustees will seek as far as possible to ensure a reasonable rate of return in interest from
any reserve accounts, consistent with the ability to access funds in a timely manner and with
the accounts’ ethical policies.

To benefit from the Financial Services Compensation Scheme, reserves and investments will
not exceed £85,000 in any one UK-regulated financial institution.

Deposits and investments are managed on a day-to-day basis by the Association’s Treasurer who will

report regularly to the trustees and membership at a general meeting, as above.



D. Expenses and Remuneration

Remuneration

ASLE-UKI may from time to time remunerate persons or organisations for work undertaken
on behalf of the Association.
The Association is not an employer. Any person or organisation carrying out work for the
Association must invoice the Association and are themselves responsible for declaring and
paying any tax due.
The Association is not normally able to remunerate trustees for time spent furthering the
aims of the association. Exceptions may be made only where it can be shown that:

o the trustee is undertaking work that is not covered by their elected or appointed

role on the Executive committee;

o the trustee is the best or only possible person to undertake the work;

o where the work undertaken is limited in time and scope.
Trustees wishing to undertake regular or extensive remunerated work for the Association
will be required to resign their position on the Executive Committee.

Expenses

ASLE-UKI will reimburse any out-of-pocket expenses incurred by committee members,
independent examiners, or others where the expenses were incurred to support the work of
the Association.

Claims for expenses must be made on the official claim form and be supported by receipts
and any other relevant documentation.

A separate expenses policy will be made available on our website and circulated regularly to
committee members.

E. Financial Risk Management

To reduce financial risk to the Association, the Treasurer, working with the Finance and Executive

Committees, will, in addition to the controls outlined above:

Contribute financial information to the Association’s risk register

Prepare an annual budget for the approval of the Executive Committee

Maintain appropriate insurance cover for the Association

Make reasonable enquires to ensure that any donations to the Association are not from the
proceeds of criminal activity or donated for the purposes of money laundering.



