[bookmark: _Hlk132380408]Group Finances
· All groups must be self-sufficient, so they cover any costs between attendees on an interest group by interest group basis. It is essential to remember that group self-sufficiency must not be interpreted as implying that funds belong to a group: all funds belong to the u3a. 
· If there are costs involved in setting up a group, the committee can be asked to make a grant from Bicester u3a funds.
· No grants from outside sources should be applied for by the group members. If the group wishes to apply for an outside grant, they should contact the committee who will take the application forward on their behalf.
· No paid instructors or teachers must be employed.
· Money for tea and coffee may be collected
· Where meetings take place in members’ houses and refreshments are provided by the host, the group can decide to pay a nominal amount each visit to the host to cover costs.
· It is important to ensure that a group leader is not out of pocket. 
Money held in hand
· Any money held by the group, must not be banked in personal accounts nor must the group open a bank account.
·  Informal arrangements where a facility is used by a group and paid for each week from the group’s funds, are discouraged but, if considered necessary, must be agreed with the committee. 
· It is recommended that the amount retained by the group leader should hover around £50. The absolute maximum amount of cash any group leader should hold at home at any time is £100. If there are no immediate plans to use any cash in hand over £50 for the benefit of the group, as much money as possible should be passed to the treasurer who will hold it in the u3a Bank account for them. If cash in hand continually rises over £50 and there are no plans to use excess monies, consider reducing the fees collected until the surplus is reduced.
Purchases made for the group 
· If you purchase or are the holder of any items for your group, please complete an assets list yearly and send it to the treasurer.
· Anything purchased by a group becomes the property of Bicester u3a and will be added to overall assets register; this is needed for charity status annual financial returns and audit.
·  Whenever any money is spent from the group funds, or from a grant, a receipt should be obtained. 
· If you want to purchase any item which is not covered by petty cash, you must ask the committee for permission. 
· Account records of all monetary transactions must be kept by the group, together with receipts. 


Hired premises
· If any premises need to be hired it is essential that only trustees enter any contract with any other organisation, (e.g., hiring the hall). This contract should be held by the Treasurer. The Group Leader should also retain a copy. Any new group or existing group moving to a hall should be set up in such a way that the invoices are received and paid by the Treasurer.
· To cover cost of hire of the hall, groups are advised to set a fixed fee per meeting per person and monitor the situation. The monies collected for this purpose should be passed to the Treasurer for him/her to pay the invoices. A receipt will be given.
Group Visits to relevant venues.
· If the venue offers a free place, the amount involved should be shared between the attendees. No individual should benefit from the free place.
· If groups go on a visit where they decide to share cars, Bicester u3a have set up a standard charge to save embarrassment or argument. The driver notes the mileage for the trip and uses 45p per mile to calculate the total cost which is then divided between the driver and the passengers. So, if a journey is 40miles round trip, the total cost would be £18. Divide this between 3 passengers and the driver, each would pay £4.50.
[bookmark: _Hlk141806893]Group Leader financial records and obligations
· Receipts for purchases must be handed over to the treasurer whenever (s)he requests.
· Group accounts records must be completed either manually 07g sample manual accounts form or, use the Beacon ledger. Go to online Beacon Guide, ledger instructions  see 5.5. 
· On an annual basis individual group accounts must be included in Bicester u3a annual accounts which are audited by an independent auditor and presented at our AGM. 
· The annual group accounts given by group leaders to the treasurer should include a list of the assets held by the group. All u3a’s with charity status must hold a complete list of all assets held to be included in the annual accounts that are submitted by the treasurer to the Charity Commission. This submission of annual accounts and assets is a requirement for Bicester u3a to maintain charity status, see: - 07f Properties and Assets register (Example assets: Mah Jong and Cribbage sets, bridge bidding boxes, table tennis tables etc.)





