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FINANCIAL PROCEDURES POLICY
1. Any bill for payment must be made out to either a member of NIAS - acting with the authority of the Executive Committee - or to NIAS directly.

2. The bill must be the original, be on headed paper, dated, give details as to why the bill has been raised, the amount owing and any VAT applicable.

3. If the bill is made out to a member of NIAS, acting with the authority of the Executive Committee, that member is responsible for initial checking that the bill relates to the items ordered and delivered or to services supplied to NIAS or NIAS members. 
4. The member of NIAS acting with the authority of NIAS, can pay the bill and claim reimbursement, otherwise the bill should be passed to the Administrator for payment.

5. Where the bill relates to allowable expenses being claimed by members of NIAS, the claim must be made on the appropriate form and include all original receipts.

6. All bills to be paid, claims to be reimbursed and expenses etc, will be checked by the Administrator to ensure that the amount claimed for the stated item(s) is allowable.
7. If allowable, NIAS policy is to settle all bills within 30 calendar days of being received by NIAS. 
8. If the Administrator has any reservations on a bill received or expenses claimed, NIAS’ Treasurer should be consulted prior to the bill being paid. If the Treasurer is not available, NIAS’ Chairperson should be consulted instead. 

9. All payments by NIAS must be made by cheque from an appropriate NIAS account. An exception can be made for small amounts up to £10.00 where cash can be substituted instead. 
10. All NIAS cheque accounts must have the mandatory two signatories to withdraw or to sign cheques, etc
11. All bills received and paid must be included in the Treasurer’s financial statement presented to NIAS at the monthly Executive Committee meetings.  
