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1. Introduction 

Beltane Fire Society realises that part of meeting its charitable aims will incur expenses from time to                 

time. As BFS operates on a cashless basis as much as possible, it aims to ensure a majority, if not all,                     

transactions take place through the BFS bank account.  

2. Authorisation 

As a general principle for BFS, all expenditure must be agreed before it is incurred and receipts must                  

be kept, either physically or electronically, to ensure there is a paper trail. As such, BFS has an                  

Accounting & Authorisation policy listing what levels of authorisation are needed for different levels              

of transactions. 

3. Categorisation 

All costs incurred in the process of carrying outs its charitable aims shall be categorised to the                 

festival in which it was incurred. Expenses will also be written against which part of the agreed                 

budget the cost falls under to ensure an accurate comparison against what was budgeted and what                

was spent can occur at the end of the year. 

4. Reimbursement 

In line with the Articles of Association (Article 117), trustees may be paid all reasonable travel,                

subsistence and other expenses incurred in connection with the discharge of their duties.  

 

If members of the board or a key contractor (e.g. Event Coordinator (EC)) have to make a purchase                  

with their own funds, they may be reimbursed only if it meets one of the following conditions: 

 

● The expense in question was set out in the festival budget or an amount had been set aside                  

for purchases of its nature and the person making the purchase understood they would be               

reimbursed upon presentation of the receipt as per the festival budget 

● The expense was deemed ‘critical’ and that there would have not been time to get               

agreement on making the purchase 

 

The receipt must be presented to the treasurer who will either authorise payment if it satisfies the                 

above criteria, seek clarification on the expense if unsure or deny top authorise it. By authorising                

payment, the treasurer certifies that they are satisfied that the expense has been properly incurred               

in the pursuit of BFS’ charitable aims & objectives. 

 

For all reimbursements, the person shall be paid via BACS after presentation of an itemised receipts,                

either physically or electronically, within 5 working days. 

5. Recurring Payments 

As an organisation, BFS may at times have set up recurring payments (Direct Debit, Standing Order,                

etc.) in order to pay certain bills. Before these payments are set up, they will be reviewed by the                   
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board for approval and once in place, they will be reviewed either when the contract for that                 

payment is due to be renewed or every 12 months to ensure best cost for money. 

6. Petty Cash 

BFS does not have a petty cash policy as all expenditure is done via the bank account or with the                    

bank card. Any cash that is found on BFS premise and is not claimed within 2 weeks will be                   

deposited as a donation to the charity. 

 

 

THIS POLICY WAS FORMALLY APPROVED BY THE BFS BOARD ON: 9 JULY 2017 

LAST REVIEWED: 9 JULY 2017 

 
 

 


