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FINANCE POLICY

1. Purpose

This Finance Policy sets out the principles governing financial management within BAPEN, a UK-
registered charity dedicated to improving health and nutrition outcomes.

The purpose of this policy is to ensure:

- Proper stewardship of charitable funds.

- Transparency and accountability in all financial transactions.

- Compliance with the Charities Act 2011 and Charity Commission guidance

This policy applies to all trustees, volunteers, and contractors involved in financial management
or decision-making on behalf of the charity.

All financial management/activities (including budgeting, commitment, expenditure and reporting)
must be in accordance with approved Plans & Budgets and Delegation of Authorities Appropriate
processes (written or flowchart) will be developed to support this policy.

2. Funding (& Budgeting) Definitions
Funds:

Sums of money (or other resources) to be used for specific purposes, i.e. BAPEN
authorised/approved expenditures. Funds are available for authorised/approved expenditure.

Budgets:

Sums of planned future money (or resources) to be used for planned (operational, administrative
or development/project) purposes over a specified timeframe, ie BAPEN annual (and longer term)
plans. Budgets are allocated for the future funding and execution of authorised/approved plans.

Restricted Funds

Definition:

Restricted funds are donations, grants, or other existing/incoming funds that must be used for
specific purposes as determined by the donor or funding terms. These restrictions are legally
binding and cannot normally be altered by the charity.

Examples:

e A grant to deliver a specific community nutrition programme.

o Donations raised for a designated appeal (e.g. “Healthy Meals for Children” fund).
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Key Principle:

Restricted funds cannot be used for general operational, administrative or development/project
purposes unless the restriction explicitly allows this. Separate accounting records must be
maintained to ensure compliance with donor intentions.

Unrestricted Funds

Definition:

Unrestricted funds are existing/incoming funds which can be used for any purpose aligned with
the charity’s mission and objectives, i.e. operational, administrative or development/project
purposes provided approved Planning & Budgeting commitment, expenditure (including over-
runs) and reporting processes apply.

Unrestricted funds should not include Reserves Funds, Non-Discretionary Funds or Designated
Funds, any of which may be expected to cover outstanding liabilities, accruals, deferred or carry-
over expenditures and commitments relating to approved Plans & Budgets.

Examples:

* A new business/development opportunity is authorised requiring capital & operational

funding
e A budgeted operational activity experiences scope/cost over-run and additional funding is
authorised-
Key Principle:

Funds which are available (and discretionary) after due allowance for all outstanding liabilities
and all commitments relating to Plans & Budgets

CAUTION: Although unrestricted funds may be available in monetary terms, due allowance
must be made for approved budgets, commitments and liabilities relating to Plans &
Budgets!

Reserves Funds

Definition:

Reserves are the portion of unrestricted funds that have been set aside to ensure financial
stability and management of risks (over and above approved budgets, commitments and
liabilities) to sustain the organisation’s ongoing operations and long-term objectives

e To maintain service delivery during unplanned income shortfalls.
e To fund unexpected essential or emergency activities/expenditures

e To fund variances associated with budgeted and unexpected (beyond contingency)
expenditures on strategic developments/projects
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Types of Reserves:

o General (free) reserves — available for any approved charitable purpose

o Designated reserves — unrestricted funds that have been approved by trustees for
specific purposes (and which may be reallocated/substituted subject to approval).

Available Funds

Definition:

Available funds refer to the total of unrestricted funds that are not held in general or
designated reserves or designated for approved Plans & Budgets (including budgets,
commitments, liabilities in the relevant timeframe).

Use:

Available funds reflect the charity’s available monies over and above approved Plans & Budgets
i.e. what can be spent subject to appropriate planning, budgeting and expenditure authorisation,
to deliver BAPEN'’s charitable activities. These funds are immediately available to support
BAPEN'’s ongoing operational and planned development/project activities.

Discretionary vs Non-Discretionary Funds when considering Plans & Budgets

Definition:

Discretionary budgets mean that which the charity can freely plan & budget for expenditure, ie
available/forecast to be available and non-essential funds not previously approved as Reserve
Funds or pre-existing Planning & Budgeting Funding, although any such funds subsequently
considered (and approved) as ‘non-essential’ may be authorised for reallocation to Discretionary).

Discretionary (and authorised) funds for non-essential/optional spending which is not otherwise
budgeted or committed.

Non-Discretionary budgets mean funds are already committed and not available/forecast to be
available for operational, administrative or development/project budgeting, commitment or
expenditure. In addition to Planned & Budgeted funding, Non-Discretionary funding may be
required for fiscal, statutory, accounting or risked/contingency purposes (which hopefully have
been included in Plans & Budgets).

Non-Discretionary spending means unavoidable legal or contractual spending (which still requires
to be authorised).

CAUTION: Approved Budget funds cannot be redirected/substituted toward other
operational, administrative or development/project activities unless appropriately
authorised!

3. Financial Authorisation and Responsibility

The Board of Trustees holds overall responsibility for financial governance, ensuring resources
are used effectively to further BAPEN'’s charitable aims. Delegation of Authority limits are as
follows and is not comprehended in the annual budget cycle.
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Role Authorisation/Approval Financial Limit
BAPEN President/BAPEN Day-to-day operations, £1,000.00
Treasurer authorising routine

expenditure

Executive Committee Day-to-day operations, Over £1,000.00
authorising expenditure over
above financial limit

Trustees (collectively) Final sign off of contracts, Final sign off
investments, or purchases
above.

4. Budgetary Control and Monitoring

Annual Plans & Budgets (P&B) shall be prepared by the BAPEN Treasurer and approved by
the Trustees in the final quarter of each year for the following year. Quarterly management
(stewardship) reports will be prepared and presented to the Trustees at the quarterly meetings,
including variance analysis (with any proposed mitigation planning/budgeting actions). Budget
holders defined as CORE Group, SiG and Committee leads in receipt of CORE group funding
must manage their allocated budgets responsibly and report significant variances (>10%) each
quarter, in line with the Council report deadlines provided by the Secretariat using the report
template provided.

5. Income and Expenditure Controls

All income, including grants and donations, must be promptly recorded. Restricted funds must be
used only for their intended purpose. Expenditure must be supported by valid documentation and
authorised in line with delegated limits. The BAPEN Treasurer is singularly authorised to approve
costs up to £1,000. Competitive quotes should be obtained for purchases above £1,000 and up to
£20,000 where practical. Expenditure over £20,000 should go to formal competitive tender.

6. Educational Events & Endorsements

BAPEN receives requests for approval of educational events and projects or surveys and support
for grant applications from within our own core groups, special interest groups and standing
committees as well as from external organisations and individuals. All requests from external
organisations and individuals must be submitted for formal approval.

Individual groups within BAPEN require approval for their workstreams/projects if they wish it to
be identified as a BAPEN project, if it has not already been included in the yearly workplan
submitted and agreed by BAPEN Executive. If the project requires funding, it must be submitted
as a funding request via the members area of the website during the Investment Funding window
each year using the form below.

https://www.bapen.org.uk/member-area/bapen-funding-requests-core-groups-sigs-committees/
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Any BAPEN group project requests that require funding at other times of the year, will be treated
as an out of budget requests and must be submitted to the BAPEN Treasurer for approval before
any work commences.

7. Investment Management

Charity funds shall be held in accounts with UK-regulated institutions under FSCS protection.
Surplus funds may be invested ethically in line with BAPENs membership of the UK HACC with
Trustee approval. Investment performance shall be reviewed annually. A Reserve Fund should
be set aside as a financial buffer to sustain the organisations ongoing operations and long-term
objectives in the event of sudden and unexpected drop in income or increase in expenditure.

A current account should operate with no more than the amount required for 1 month’s
expenditure (approx. £40,000). An amount equivalent to 3 month’s expenditure should be kept in
instant access accounts, the remainder should be distributed amongst accounts offering higher
interest rates, but with a maximum of 90 days’ notice of withdrawal required. Investment of funds
intended for future projects (and in addition to the target Reserve Fund amount) should be
implemented in a manner consistent with BAPEN being a member of the UK Health Alliance on
Climate Change.

Review

The target level of BAPEN'’s Reserve Fund should be reviewed on an annual basis as part of the
review of the annual accounts. This will enable budgeting adjustments for the subsequent financial
year and inform review of key contracts (ref. BAPEN Contract & Project/Award Registers), revenue
streams and general risks (ref. BAPEN Risk Register). Projected expenditure should include the
on-going contractual commitments and agreed projects and awards for the coming financial year,
as discussed and agreed by BAPEN Executive.

The level of Reserves should be monitored throughout the year, with a view to corrective action
should the levels of reserves deviate more than 25% from the approved target Reserve Fund in
either direction. The level of Reserves will be discussed as part of the Treasurer’s report to each
Council, Executive and Trustee meeting.

8. Controls on Financial Assets and Record Keeping

All bank accounts shall be held in the charity’s name, with at least two authorised signatories.
Accurate financial records must be kept for a minimum of six years. Accounts will be
independently examined or audited annually.

9. Controls on Non-Cash Assets
A Fixed Asset Register shall be maintained for items above £500. Assets will be marked and
reviewed annually. Disposal of assets requires Trustee approval and must be recorded.

British Association of Parenteral and Enteral Nutrition Page 5 of 6



O BAPEN Finance Policy V3

BAPEN

Putting patients at the centre

of good nutritional care

10. Conference Travel Grants

BAPEN offers travel grants of up to £250 per eligible applicant to support new BAPEN members,
particularly students and first-time applicants with abstracts accepted to cover the cost of travel
and accommodation expenses to attend the BAPEN annual conference to present their work. The
grants aim to alleviate financial barriers and foster greater participation and inclusivity. Please see
BAPEN Travel Grants Procedure and Abstract Submission Guidelines for full guidance and
eligibility.

11. Reimbursement of Expenses and Expense Claims

The charity reimburses reasonable, necessary, and properly incurred expenses. Allowable
expenses include travel, accommodation, and pre-approved training. Claims must be submitted
within 30 days using the approved Expense Claim Form, link below with receipts attached.
https://www.bapen.org.uk/claim-form-for-reimbursement-of-expenses/.

Claims once authorised by the Treasurer will be paid within 14 days of approval. Prohibited
claims include alcohol (unless approved hospitality), leisure expenses, and fines.

10. Policy Review and Compliance
This policy shall be reviewed annually by the Board of Trustees or when significant changes
occur in legislation or structure.

Date Approved: March 2026

Date of Review: March 2027
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