Cumas New Ross

& Slinua Housing Association Ltd
Internal Financial Controls
Responsibility

The Board of Cumas New Ross and Slinua Housing Association Ltd acknowledge its responsibility for ensuring that an effective system of internal financial control is maintained and operated. The system of internal controls consists of those processes used to identify, evaluate and manage the significant risks faced by the company in the management of its affairs.

Notwithstanding the trust placed in employees and their specific daily responsibilities, the system provides reasonable assurance that assets are safeguarded, transactions are authorised and properly recorded and that material errors or irregularities are either prevented or will be identified and corrected on a timely and effective basis.

Key Control Procedures

The company has taken steps to ensure an appropriate control environment including:

· Management financial reports discussed at every Board meeting.

· Quarterly management internal audit of expenditures.

· Quarterly management accounts provided to the Health Service Executive complete with the identification of ongoing concerns e.g. under-funding and cumulative deficits.

· New and/or once-off expenditures in excess of €250 must be pre-approved by the General Manager; lesser amounts may be pre-approved by another manager, with all transactions requiring a Purchase Order.
· Day to day purchases from local vendors where credit is afforded must only be made with a Purchase Order signed by a manager.

· Cash and cheques receipted and lodged to the bank daily.

· Cash from collection boxes, church gate collections or other donations must be counted by two appointed individuals and verified, complete with a full breakdown of notes and coins received.  From initial receipt and prior to bank lodgement the cash must be kept in a secure cabinet designated by the General Manager.

· Reimbursements to petty cash float will be made on the receipt of the appropriate form supported by receipts; float holders will be provided with a Bank Cash Withdrawal Slip to collect the cash and must keep a record for review when required.

· All invoices must be seen by the General Manager, pre-authorised prior to payment and bank statements reconciled against the SAGE Line 50 accounts system on receipt.

· Cheques require a minimum of two signatures i.e. a Board member and one other authorised signatory.

· The second cheque signatory must see the invoice(s) and be satisfied that the expenditure is acceptable prior to signing.

· Computer data automatically backed-up daily to the Pondfields server via the internet.
· Computer software for accounts and payroll updated annually when new packages become available.

· Suspected conflicts of interest in authorisation of authorisations or payments will be reported to the next higher authority in the company for resolution.

· Expenses must be claimed monthly by employees using the appropriate form,  counter-signed by their Line Manager and/or the General Manager, and will be paid through company payroll at the next pay date.

· Recommendations made by the accountants/auditors and/or any statutory requirements will be implemented within any timescale prescribed.

· Bi-annual reviews of bank accounts and overdraft with bank Business Managers.

· Any concerns or suspicions regarding suspected accounting anomalies are to be reported to the General Manager immediately.

Electronic Banking Controls

· All bank and credit card account statements held for both companies will be accessible in the appropriate lever arch folder.

· Invoices for credit card payments must be provided and retained to support monthly payments.

· Only the General Manager and Administration Staff are authorised users for on-line bank payment actions.

· Transaction access is restricted to the Personal Computers of authorised users.

· Changes to authorised individuals will be approved by the Board of Directors and confirmed to the bank using their appropriate mandate form(s).

· Authorised individuals must maintain their passwords securely within their offices.

· Normal pre-authorisation of EFT payments or individual transfers will be followed.

· Individual large payments must be fully supported by invoices or similar documentation.

· Electronic payments to suppliers will be reconciled with bank statements as they are received.
· New bank accounts will only be authorised by the Board of Directors at a Board Meeting and bank mandate forms completed as appropriate.

External Audit & Maintenance

  Michael O’Leary & Company, Auditors and Accountants provide our annual accounts and perform yearly audits in accordance with standards issued by the Auditing Practices Board.

Appointment or re-appointment of auditors and accountants are agreed and approved by the Board of Directors at the Annual General Manager.

Pimms Business Systems Ltd maintains and updates the SAGE accounts and payroll packages currently in use and provide any ad hoc support required.

Review of Controls

The Board of Directors and Management keep the effectiveness of the system of internal controls under active review.
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