                                                                  [image: ]
Ipswich Sports Club
Financial Regulations
Effective Date: 22 September 2025
Board of Directors Approval
These Financial Regulations were approved by the Ipswich Sports Club Board of Directors on the date below. The document shall be reviewed and, if necessary, updated every two years, or sooner if required by changes in law or club governance.
Signed: 
Trustee Name and Position: Alison Hosford, Chair
1. Purpose
1.1 The purpose of these Financial Regulations are to provide a clear and robust framework for the financial management of Ipswich Sports Club, ensuring the club’s income and expenditure are properly controlled, accounted for, and used in line with its objectives as a Community Amateur Sports Club (CASC).

These regulations aim to promote transparency, accountability, and good governance across all financial activities of the club to ensure the finances are managed resourcefully and effectively.

They are approved and overseen by the Board of  Directors of Ipswich Sports Club and shall be formally reviewed and updated every two years, or sooner if required by changes in legislation or club operations.

1.2 All staff are expected to familiarise themselves with the sections of the manual that are relevant to their work, and to comply with the procedures. If, for any reason, procedures are not followed, the circumstances surrounding this must be reported to the Chair as soon as possible. Ipswich Sports Club is committed to maintaining compliance with all HMRC Community Amateur Sports Club (CASC) regulations, including limits on trading and non-member income, restrictions on payments to players, open and affordable membership, and reinvestment of all surpluses into the sport.
2. Financial Objectives
2.1 The board of Directors of Ipswich Sports Club aims to achieve financial sustainabilty in order to be able to continue to provide the best facilities, events and sporting opportunities for all members.
2.2 The Board of Directors of Ipswich Sports Club will ensure that  
2.3 General Points
The Financial Year runs from 1st January to 31st December. 
Accounts will be drawn up after each financial year within 9 months of the end of the year.  These will be presented, after independent examination/audit to the Annual General Meeting, having previously been approved at a meeting of the board of directors.
The Treasurer has recommended that the AGM should move to 3 months after the end of the financial year.
2.4 Ipswich Sports Club is required to have an independent examination/audit each year. As a CASC:
· Annual trading income from non-charitable activities must not exceed £50,000.
· Annual income from non-members must not exceed £100,000.
· These thresholds will be monitored on a quarterly basis by the Treasurer and reported to the Board.
· At least 50% of members must be active participants in the club’s sporting activities each year.
· Membership must be open to the whole community, with no discrimination on the grounds of race, gender, sexuality, religion, age, or ability to pay.
· Membership fees and participation costs will be set at a level that does not create a significant financial barrier to participation.

3. Financial Oversight
3.1. Treasurer Responsibilities: 

The Treasurer shall oversee all financial matters of Ipswich Sports Club, including ensuring staff are maintaining accurate records, preparing budgets, and ensuring compliance with relevant tax laws.
3.2. The Board of Directors:
The Board of Directors shall review and approve all management accounts, financial statements, budgets, and significant expenditures.
 All members of the board will be able to have direct access to accounts; no Director will have the permission to enter the accounts to make changes or amendments at any time. Access Control: Access to financial systems, including all accounting records, shall be restricted to authorised personnel and Directors only.

3.3. The finance department will produce regular reports which provide clear financial information to underpin decision-making and support the Directors. 
3.4. Monthly Reporting for the Trustees will include:
· comparison of income and expenditure to date against budget, and forecast income and expenditure to year-end against budget in the form of quarterly management accounts. 
· explanations of any material variances from the budget, and suggestions for corrective action where necessary
· Budget holders are expected to manage their projects within the approved budget and to notify the Treasurer immediately if they foresee any material differences in income or expenditure.
· The Finance Manager will ensure that budget holders, if any, are given suitable training on an ongoing basis to help them manage project finances successfully.

3.5 The board of directors delegates the management of the budget with day-to-day responsibility to the Club Manager, Front of House Manager , Sports Manager and Finance Department, and are accountable for their actions to the board. 
3.6 The Board are responsible for: approving Ipswich Sports Club’s financial policies and key financial procedures, approving budgeted annual plans and monitoring performance against these, approving the quarterly and annual report and accounts, and appointing the independent examiner/auditor.  
3.7 The Treasurer will ensure that income is categorised for CASC reporting purposes into:
· Member income
· Non-member income
· Trading income
3.8 Where projections indicate that the CASC limits may be exceeded, the Treasurer will alert the Board immediately and recommend corrective action.
For Gift Aid, the club must:
· Remain registered with HMRC for Gift Aid purposes
· Obtain and retain valid Gift Aid declarations from donors
· Keep supporting records for a minimum of six years.

4. Income Management
4.1 CASC trading limit is:
  Trading income limit – max £50,000/year
  Non-member income limit – max £100,000/year
4.2 The trading limits must be reviewed each month.
Sources of Income: Income may include membership fees, donations, sponsorships, fundraising events, and facility rentals.
Income streams are as follows: received through the till system EPOS, through the booking system Perfect Gym, GoCardless for membership direct debits, bank transfers made directly into the current account, Matchi for Padel, Stripe for Pitcherio income (Hockey), and also the EV chargers. 
Banking: All income must be deposited into the official bank account of Ipswich Sports Club promptly. Note: Ipswich Sports Club is a cashless facility. 
Gift Aid: The club shall claim Gift Aid on eligible donations, maintaining proper documentation as required by HMRC. Declarations from donors and supporting records must be kept for audit.
5. Expenditure Control
5.1 The aim of this policy is to ensure that expenditure is only incurred where it is: 
· in pursuance of Ipswich Sports Club’s charitable purposes 
· an effective use of Ipswich Sports Club’s resources
· in compliance with any requirements relating to funding and the set budget.
5.2Expenditure Authorisation and Internal Controls: 
Passwords are not shared with other staff members or any other person. 

All staff must be aware that any expenditure must be in line with the club’s agreed budget. Staff must look for ‘best value for money’ when placing orders.
Quotes must be obtained for goods and/or services. For any goods and materials above the value of  £2000.00, 2 quotes are required; over £5000.0, 3 quotes are required.  
5.3 Order
All purchase orders must be authorised by the Club, Sports or Front of House manager. All purchases of goods or services are only made in accordance to the Board’s budget and financial plan, with a limit of £2500 
Invoices
All supplier invoices received must be authorised by the Club manager and Finance Manager 
5.4 Delivery notes
Delivery notes must be checked against the invoice to ensure correct products and services are being received. The person checking the delivery will not be the person who made the order
5.5 Debit card transactions
        The debit card can only be used for unexpected expenditure up to £50.00 in one transaction. A Debit Card budget of no more than £3000.0 annually.
Any petty cash purchases will be allocated to the appropriate budget heading. Miscellanous expenditure must be kept at a minimum.
The Club Manager or Finance Manager will receive the verification code
5.6 Preferred suppliers/building merchants;
· Huws and Gray, B & Q , Scewfix, Jewson, Travis Perkins, Lacon, Bookers, Bolton Brothers. Where possible, the club will open an account with preferred suppliers.
· All purchases must be made online or by Phone. Orders for maintenance and repairs must be where possible made online, using approved suppliers/contractors and be delivered to the ISC site.  Supplies must be signed off on arrival by a staff member other than the  purchaser.

· Staff are required to complete an ‘Expenses Claim’ form and supply receipts/invoices in order to receive reimbursement of expenses. This is checked by the Finance Manager.
·  HM Revenue & Customs expenses and benefits rules recognise that reimbursement of standard business expenses (such as travel) are not taxable. Ipswich Sports Club’s policy is guided by these rules and we do not pay expenses that will give rise to tax or National Insurance.
·  In order to comply, any amounts claimed must be for actual costs incurred by staff ‘wholly, exclusively and necessarily in the performance of the duties of their employment’, and that adequate records are submitted with each claim.
· Once the expense invoice is processed in the accounting software, they must then be authorised by the Club Manager up to £2500, and above that will be the Treasurer and Finance manager via ApprovalMax software.
· The bank payments are made by the Finance Manager. Payment runs are weekly on a Friday. 
· Invoices are paid within their stated payment terms. 
5.7 Documentation: Receipts and invoices must be retained for all expenditures and stored within the cloud accounting system.
5.8 Budget Adherence: Expenditures must align with the approved budget; any changes to the budget require the Board’s approval as do virements. 
5.9  As a CASC, total payments to players (excluding genuine expense reimbursements and volunteer costs) must not exceed £10,000 per year in total. The Treasurer will maintain a cumulative record of all player payments to ensure compliance.
6. Contracts & Contractors Checklist
6.1. Procurement & Selection
· All contracts above the approved procurement threshold shall be awarded through a competitive process unless otherwise authorized in writing.
· Eligibility criteria must include professional qualifications, relevant experience, financial capacity, and valid licenses/registrations.
 A minimum of three (3) bids/quotations must be obtained for purchases above the simplified procurement threshold.
· Conflict of interest declarations shall be completed by evaluation board members and bidders.
· Any form of collusion, rigging of bids, bribery or lobbying is prohibited and subject to immediate disqualification and sanctions.

6.2. Contract Structure & Approval
·  All contracts shall use the organization’s approved standard templates unless prior legal clearance is obtained.
·  Contracts must specify the scope of work, deliverables, timelines, performance indicators, payment terms, and dispute resolution mechanisms.
· The Purchaser's Order for all contracts and works must be issued to the supplier
· The Contractor must have the ISC Terms & Conditions. 
· All contracts with works over £5000.0 must have a qualified Project/Contract manager; under £5000.0, the Club manager will project manage the works. Any Project Manager, whether volunteer or paid, will have public liability insurance.

· Approval authority shall be based on contract value: £500.000– Board approval

· All contracts must be registered in the official contract management system before commencement of work.
· Contracts must have 3 signatures: Contractor, Treasurer and Chair 

6.3. Financial Management & Payment
·  No contract shall be signed without confirmation of budget availability and funding source.
· Payments shall be made only upon certification of deliverables by the responsible project or contract manager.
· Performance security/retention (minimum 5%) shall be required for contracts exceeding £5000
· The organisation retains the right to audit contractor financial records relevant to the contract.
· All statutory tax withholdings shall be applied in accordance with applicable laws.

6.4. Performance Monitoring & Compliance
· Contractors shall submit progress and financial reports as specified in the contract.
·  The ISC shall conduct inspections, site visits, or acceptance tests before approving deliverables.
· Penalties for non-performance may include liquidated damages, withholding of payments, suspension, or termination.
·  Any contract amendments must be documented, justified, approved, and recorded in the contract register.
·  Termination may occur in cases of default, material breach, insolvency, or public interest.

6.5. Ethical Conduct & Sanctions
· Contractors shall comply with the ISC’s Code of Conduct, including anti-corruption and confidentiality obligations.
·  Whistleblower protection shall be extended to any party reporting misconduct in the contracting process.
· Contractors engaging in fraud, corruption, misrepresentation, or serious non-performance may be suspended or debarred for a minimum period of 15 years.

7. Budgeting and Financial Planning
7.1 Annual Budget: The Treasurer, in consultation with the Club, Sports, and Front of House managers and Directors of the Board, shall prepare an annual budget for Board approval before the start of each financial year. The Budget will support the Board of Directors' financial development plan that will be updated on a yearly basis as a 3-year rolling plan. 
7.2 The Financial development plan will include prioritized sport-specific projects as well as major repairs and maintenance.
7.3 The plan will include a rolling programme of repair and maintenance with an allocated budget.
7.4 Projects, repairs and maintenance will follow the same financial controls outlined in these regulations. E.g work guaranteed after due diligence
7.5Monitoring: Financial performance against the budget shall be reviewed monthly, with reports presented to the Board. 
8. Tax Compliance
8.1 Corporation Tax: Ipswich Sports Club must assess its liability for Corporation Tax, particularly if trading income exceeds £50,000 or property income exceeds £30,000 annually.
8.2 Compliance with VAT and PAYE regulations must be adhered to.
8.3  Tax Returns: If required, the club shall file a Company Tax Return (CT600) and supplementary pages (CT600E) to claim exemptions. 
8.4 Record Keeping: Financial records must be retained for at least six years, including documentation for Gift Aid claims and income sources.

9. Asset Management
9.1 Inventory: An up-to-date inventory of all club assets shall be maintained for items worth more than £100.00. Inventories for specific areas shall be agreed, and managers of that area will compile and update the inventory.  
9.2 Disposal: Disposal of assets must be approved by the Board of Directors, who may delegate this to specified staff members for assets worth less than £200.00
9.3 Winding Up: In the event of dissolution, remaining assets must be transferred to another CASC, charity, or used for community sports purposes, as stipulated by HMRC guidelines.
9.4 Bank accounts in Ipswich Sports Club’s name must only be used for business purposes; they must not be used to receive or transfer money for the private benefit of individuals or third parties.  
9.5 The opening or closing of bank accounts, and the approval/removal of signatories on bank accounts, is determined by the board of directors and recorded in the minutes.
9.6 The costs and benefits of Ipswich Sports Club’s banking arrangements will be reviewed every five years to ensure that bank charges and rates of interest are competitive and that the bank’s credit rating continues to be acceptable.
9.7 Cheques, online payments, standing orders, direct debits and other withdrawals from bank accounts are authorised by two signatories.
9.8 The finance department are responsible for keeping records of all bank accounts and ensuring that the bank mandate is kept up to date.
10. Financial Reporting
10.1 Annual Accounts: The Treasurer shall prepare annual financial statements, including an income and expenditure account and a balance sheet.
10.2 An independent examination shall be conducted GSM or other party approved by the Board of Directors, with findings reported to the board and members.
11. Review and Amendments
These regulations shall be reviewed every two years by the Board of Directors and amended as necessary to ensure ongoing compliance with legal requirements and best practices.
The first review will be in January 2026


















Appendix 
A Community Amateur Sports Club (CASC) in the UK must comply with specific financial regulations set by HMRC to maintain its CASC status and benefit from associated tax reliefs. Below is a detailed overview of the key financial regulations and responsibilities for a CASC-registered sports club:
 1. Income Limits
CASC status comes with tax benefits, but certain income thresholds must be respected:
a. Trading Income Limit
· A CASC can earn up to £50,000 per year from trading activities (e.g., bar sales, merchandise) before paying Corporation Tax.
· Income above this threshold is taxable unless a trading subsidiary is used.
b. Non-member Income Limit
· Income from non-members (e.g., facility hire to the public) is capped at £100,000 per year.
· Exceeding this may put CASC status at risk.
2. Membership & Participation Requirements
· At least 50% of members must be actively participating in the sport (e.g., regular playing members).
· Clubs must be open to the whole community, with no discrimination based on ability to pay or background.
 3. Expenditure Rules
· A CASC must reinvest all profits back into the club for the development of the sport.
· It cannot distribute profits to members (i.e., no dividends or profit-sharing).
· Payments to players must not exceed £10,000 in total per year (unless they are volunteers or reimbursed for expenses).

4. Tax Reliefs Available
Clubs registered as CASCs benefit from:
· 80% mandatory business rate relief (discretionary 100% possible via local authorities)
· Exemption from Corporation Tax on:
· Donations
· Members' subscriptions
· Fundraising events (up to 15 per year)
· Gift Aid on donations (if the donor is a UK taxpayer)
 5. Record-Keeping and Reporting
· Maintain accurate financial records, including:
· Membership income
· Trading income
· Donations
· Grants
· Expense records
· If the club is liable to pay tax (e.g., over the thresholds), it must:
· Register with HMRC for Corporation Tax
· Submit Company Tax Returns
· Prepare annual accounts, even if small or exempt from audit

6. Gift Aid Compliance
To claim Gift Aid:
· The club must be registered with HMRC to accept Gift Aid.
· Donations must be from individuals who pay UK tax.
· The club must issue Gift Aid declarations and keep supporting documentation.
7. Grant Funding
If receiving grants from public bodies or charities:
· Ensure compliance with the terms and conditions of the funding body.
· Keep transparent and separate accounting for grant funds.

8. Dissolution Rules
· If the club dissolves, any remaining assets must be passed to another CASC or a registered charity — not to individual members.

Summary Checklist for CASC Financial Compliance
	Requirement
	Key Thresholds/Conditions

	Trading income
	≤ £50,000/year

	Non-member income
	≤ £100,000/year

	Payments to players
	≤ £10,000/year total

	Use of funds
	Must reinvest in club/sport

	Gift Aid eligibility
	HMRC-registered + declarations

	Member participation
	≥ 50% must be active participants

	Dissolution clause
	Assets to CASC/charity only
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