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Lightwave Community CIO (“Lightwave”)
Financial Guidelines, processes, delegation of authority
Introduction 
As part of the 6 year Growing in God in the Countryside (GiGitC) project (which mostly finishes at the end of 2024), primarily funded by the Strategic Development Fund (SDF) of the Church of England, the Diocese of St Edmundsbury and Ipswich and has set up a Bishops Mission Order (BMO) across the Diocese to support the Suffolk Fresh Expressions Community (Lightwave Community) and provide a legal and financial framework for Groups that are not under the governance of a Parish Church/PCC. These might be small Missional Ecclesial Groups (Lightwave Groups, LWGs), other Fresh Expressions of Church (fxCs) and Lightwave Rural Hubs (LRHs). 
Lightwave has established a Charitable Incorporated Organisation whose trustees are the Council as defined and elected under the BMO – known as the Lightwave Community Council.
Sources of Funding
There are TWO funding streams for Lightwave which both come under different charitable organisations, and are accounted for differently. Wherever possible financial procedures are similar, but it is important for all income and expenditure than the financial entity governing that money is clearly identified and understood.
Project Funding - SDF Rural (SDFR)
The Growing in God in the Countryside funding (c. £3m over 6 years) is available to Lightwave through the St Edmundsbury and Ipswich Diocesan Board of Finance (DBF) – the registered charity which supports the administration of the Diocese – primarily via Strategic Development Funding. This is referred to as SDFR (SDF Rural) funding. 
Funds are held by the DBF, staff are employed via the DBF or stipends paid through the normal processes for licensed ministers/incumbents and expenses and invoices are settled through standard DBF processes. 
In general SDFR Funding pays for the following:

· Core project costs for the duration of the project, including Archdeacon for Rural Mission, her core staff team (project manager, communications missioner and administrator/prayer co-ordinator) 
· Salary and expenses for a full-time minister and curate for each of the three Lightwave Rural Hubs (LRH). Costs for LRH lead ministers are covered in their entirety until the end of 2024 (with some extensions). Curate funding is available for each LRH for a period of 3 years from their appointment. 
· Start-up costs for each LRH
· Initial operating costs for each RRC for a period of time.  This includes costs such as room rental and incidentals for the LRH itself, and any directly associated Lightwave Groups.  
· One-off event costs (e.g. for things like the Catching the Fire Pentecost launch service) for community engagement including loverural. 
· Other funding for areas such as fund-raising consultancy, general training, Small Mission Initiatives and Rural Outreach Pioneers and other temporary appointments. 
Lightwave Community CIO giving and funding
At the end of the GiGitC project the aim is for the work to be self-sustaining and self-funding. Therefore members of groups and LRHs are encouraged to give to the work of Lightwave to fund activities outside the scope of the GiGitC/SDFR funding and to build up funds to support the work once the project ends. 
In the context of this document, Lightwave Giving and Funding (both to groups and to LRHs) is intended to pay for:
· Lightwave group running costs (except where indicated above)
· LRH ongoing room rental and other incidental costs after the initial start-up period
· LRH activities complementing and enhancing  the scope of the original project (e.g. Food banks, café, etc.)	Comment by David Theobald: I see food banks, cafes and other activities as central to the scope of the original project
· Other mission from groups and LRHs not funded centrally	Comment by David Theobald: from?
It may come from local giving or from grants and other funding from grant making bodies, including for example local government. 
As a registered charity the Lightwave Community CIO/BMO has been set up to allows for members and supporters to give to Lightwave and its constituent LWGs, fxCs and LRHs, and for those groups to be able to be able to enter into financial arrangements much as a Parish Church would do, for example paying expenses, making purchases, renting premises for events, entering into other contracts for services. 
This document seeks to summarise the main financial processes identified so far for Lightwave Groups (LWGs), any related fresh expressions of church (fxCs) and the larger Rural Resourcing Churches (RRCs). 
This document should be read alongside the Lightwave Guide to Giving, which explains how members and friends can give to Lightwave Groups and Rural Resourcing Churches. The latest version of that document can be downloaded from www.light-wave.org/giving
This policy and procedure applies to all Lightwave employees and licensed ministers and (where relevant) to volunteers, contractors, agency workers, consultants or self-employed.
Scope
This document refers primarily to groups/churches under the governance of the BMO/CIO. There will be some Lightwave Groups and fxCs that still come under the legal governance of their local Parish Church. In that case the Parish Church would normally remain responsible for their LWG finances using their own local processes and procedures. 
This document covers processes for 
· giving to Lightwave CIO
and 
· expenditure by LRHs and Lightwave Groups under BMO/CIO governance – whether from CIO or SDFR funds
Examples of such expenditure might be:
· Catering for RRC and Lightwave group meetings and events
· Communications materials (printing etc.)
· Consumable Resources (e.g. craft materials, booklets etc.)
· Travel expenses for Lightwave Group leaders and other volunteers where appropriate, or for employees and incumbents/licensed ministers
· Capital expenditure on larger items
Funds administered by DBF will continue to follw its policies and procedures. Lightwave Community Council will follow robust financial disciplines under its own policies and procedures.
The remainder of this document is in two sections. Firstly for Lightwave Community CIO giving and expenditure – through the Lightwave Community Treasurer and local bank accounts, and then secondly for SDFR project funding, through the DBF Finance Department via the GiGitC Project Manager and GiGitC Administator. 
LIGHTWAVE COMMUNITY C.I.O.
This section covers how expenses and invoices for monies held by the Lightwave Community CIO should be claimed/settled. If there is any doubt as to who is paying the expenses (Lightwave Community or the DBF) please consult the Lightwave Treasurer, currently the Growing in God in the Countryside Project Manager. 
LRHs and Lightwave Groups should appoint a Group/Church Treasurer who will normally be the interface between the Lightwave Treasurer and the members of the Group/Church. Initially the Lightwave Treasurer will fulfil that role for the LRHs as they establish themselves.
For well-developed LRHs separate bank accounts will be opened. LRH bank accounts are for administrative convenience only. All monies are held under the Lightwave Community CIO and the processes to be followed are identical, with only the bank account and delegated responsibilities being different. 
General Principles
All claims and requests for authorisation should be forwarded via the treasurer of the group in question who should authorise all submissions and ensure that funds are available. The group/church treasurer may well want to put in place local procedures to ensure that money is not spent or requested by group members which does not confirm to Lightwave Financial Policies. 
General unrestricted expenditure will fall into a number of categories
· Sundries – e.g. for tea/coffee, craft materials, stationery, postage, photocopying and other consumables and operational expenses where invoices cannot be presented and paid
· Mileage claims
· One-off purchases where invoices CAN be presented and paid
· Contracts for services (e.g. hall rental) 
· Larger one-off purchases where payment has to be made up front (e.g. ordering from a website)
For ALL purchases there will be a three-step process
1. Authorisation for the purchase(s) to be made (within annual or special budgets agreed including a separate check by the Lightwave Treasurer or Hub Treasurer that funds are available)
2. Placement of the order by the group and invoicing to the Lightwave Community CIO (or EXCEPTIONALLY claim via expenses)
3. Payment of the invoice (or expenses) once receipt of goods is confirmed 

Invoicing to the Lightwave Community CIO is the preferred process for all purchases over £500 but it is recognised that this is not always possible. Where this is not possible please contact the Lightwave Treasurer for advice. The Lightwave Treasurer and some Hub treasurers hold a bank card and can make purchases on the group/LRHs behalf. 
Authorisation of Budgeted Expenditure
Before any costs are incurred by Lightwave Groups or Lightwave Rural Hubs the person intending to incur the cost and make the claim (or submit the invoice) must complete the expenditure authorisation process in Appendix A (or communicate the same information verbally or via email as appropriate). Failure to do so may result in the claim being delayed or not being paid at all.
Wherever possible the Lightwave Treasurer will set up generic authorisation for regular incidental expenses based on type of expense, source of funding and availability of funds to save repeated authorisations needing to be sought. 
Where expenditure is planned and budgeted in a budget approved by the Lightwave Community Council then expenditure authorisation should be supported by the following
a)	Up to £100 reasonable justification 
b)	Up to £1000 – at least 2 quotes recorded on the Authorisation Form or requested via email or verbally to the Lightwave Treasurer or Hub Treasurer.
c)	Between £1000 and £10,000 – at least 3 written quotations. 
Expenditure over £10,000 must in all cases be approved by the Lightwave Community Council. 
The lowest quote should be proposed except in exceptional specific circumstances which would need to be explained.
Where a proposed supplier is not already an authorised supplier to the Lightwave Community CIO then a new supplier form will need to be completed which is available from the Lightwave Treasurer. This is to ensure the supplier is bona fide and has appropriate Product Liability Insurance. Budgeted vs unbudgeted expenditure	Comment by David Theobald: What is the rationale for having authorised suppliers? I can find a reference to providers of pharmaceutical supplies to ensure licencing and quality control.
Where expenditure is planned and budgeted in a budget approved by the Lightwave Community Council then authorisation from the Lightwave Treasurer as above is sufficient.  
If no budget exists or expenditure is not in the approved budget then the following applies:
· Expenditure up to £1000 – follow the process above
· Expenditure between £1000 and £10,000 must be approved by The Lightwave Community Council, or by a Standing Finance Committee appointed by them and given that authority. Where approval is urgent this can be sought by correspondence, but normally proposals should be planned and presented at the next scheduled meeting of the Council or Finance Committee.  
· Expenditure over £10,000 must in all cases be approved by the Lightwave Community Council. 
Claiming Expenses and Invoicing for Payment
All costs for purchases and contracts with suppliers for hire of room etc. should be re-imbursed directly to suppliers on submission of invoices wherever possible.  This makes auditing easier, and means that Lightwave members/staff don’t have to incur costs up front. Invoices should be raised and addressed as follows: 
Lightwave Community CIO, St Nicholas Centre, 4 Cutler Street, Ipswich, IP1 1UQ or the local Hub address
If the invoice does not have the appropriate address it can’t be paid and will have to be re-issued! This is for audit purposes. 	Comment by David Theobald: Only for central Lightwave expenditure i.e. not for Red Lodge procurement
Where invoicing is not possible (e.g. where ordering from Amazon if that provides the best quote) prior authorisation should be sought from the Lightwave Treasurer or Hub Treasurer who can advise and may be able to arrange for the items to be ordered for you, using the Lightwave Bank Card. 
After authorisation, (one-off or ongoing) expense claims can be made on the normal Lightwave Expense claim form which can be provided by the Lightwave Treasurer.  
For contracts with 3rd parties, e.g. for hire of rooms, the contracts will be entered into by the Lightwave Community CIO on behalf of the group in question,.  Any ongoing contractual commitments will be between the DBF and the supplier. No contracts must be entered into via any other mechanism and such contracts will not be honoured by the DBF. 
Expenses should be claimed within 3 months of them being incurred.  They will normally be paid 2-3 weeks after receipt   with the Lightwave Treasurer or Hub Treasurer 
After local authorisation, all invoices and expense claims should be emailed to:
andrew.gosden@cofesuffolk.org or Hub Treasurer for final authorisation and payment
See Appendix A for a flow-chart showing the Expenditure Claim and Authorisation Process
Bank Account Operation
Each bank account opened by Lightwave CIO (either the main account or the account opened on behalf of a group or LRH) must be operated as follows:
1. All transactions (either online or cheque) will have two signatories for approval. To facilitate this a minimum of three signatories will be authorised for each account.
2. The Lightwave Treasurer (as appointed by the Lightwave Community Council) will always be one of the signatories to each bank account
3. The Lightwave Treasurer should always be one of the two signatories signing/authorising all payments from the central Lightwave account (and, for other accounts when first set-up, until changed by agreement by the Lightwave Community Councl). Under this arrangement, when the Lightwave Treasurer is unavailable due ONLY to holiday or sickness, sign-off should be explicitly delegated by him via email to the other two signatories to sign off payments.  If possible payments should wait until the Treasurer returns. 
4. In the case of extended sickness/absence any waiver to this process must be sought in advance from the Lightwave Community Council. 
5. All access codes, passwords to be kept securely
Bank Cards
To facilitate expenditure, and prevent costs being charged to personal credit/debit cards, the Lightwave Community Council may authorise Debit/Bank Cards to be issued to authorised personnel against a Lightwave Bank Account (either the main account or the account opened on behalf of a group or LRH)

Cards will allow the person issued with the card to:
· Make cash withdrawals of up to £300 per transaction with a daily limit of £1000 per account
· Make card payments for online and regular transactions
These cards should only be used when normal invoices or expense claim processes cannot be used (see Appendix A). Any card payments made must be supported by invoices/receipts using the Lightwave CIO expense claim process, such expense claims being submitted within 1 month of expenditure being made. 
Any expenditure made remains the responsibility of the individual card holder, until such time as the expense claim has been authorised. 
Failure to operate the card according to these processes will result in the card being withdrawn and any outstanding unauthorised expenses being claimed back from the card holder. 
Local LRH processes and bank accounts
For well-developed LRHs or Lightwave Groups under the governance of the CIO, separate bank accounts may be opened. Such bank accounts are for administrative convenience only. All monies are held under the Lightwave Community CIO and the processes to be followed are identical, with only the bank account and delegated responsibilities being different. 
The opening and terms of operation of all local accounts, including names of all signatories must be approved in advance by the Lightwave Community Council, who have discretion on whether groups can have their own accounts under the CIO. 
The Lightwave Treasurer will be a signatory to all local bank accounts, and must authorise all transactions unless delegated under the specific circumstances outlined above. With that proviso, the processes above apply, with the local Lightwave LRH Treasurer being the primary contact for queries, expenses authorisation etc.
The appointment of local Lightwave/LRH Treasurers must be approved by the Lightwave Community Council and must follow the Lightwave Community CIO Recruitment Process. 
Local LRH bank accounts will typically hold
1. All monies given directly to the LRH/LWG – held in one or more restricted funds
2. All monies from grant applications made by the LRH/LWG or on their behalf
3. Any monies transferred to the local accounts from central Lightwave Funds for identified (normally budgeted) expenditure

Local LRH/LWG Treasurers must hold accurate records reconciled monthly and submit to the Lightwave Treasurer monthly.. 
Cash Counting Process
Mandatory points– must be adhered to at all times
1. All moneys shall be deposited to a registered Lightwave controlled bank account as soon as practical, preferably weekly.  Details on the attached Cash Counting Record (to be found in Appendix B in this document). Cash can be deposited locally at any appropriate bank branch (currently HSBC)
2. Cash may not be deposited in any personal bank accounts for any reason at any time.
3. There must always be a least two people counting the money together. The people should not be related to each other.
4. All cash and any cheques should be counted and recorded using the attached Cash Counting Record (Appendix B), and bagged appropriately for deposit. The bank deposit slip is made out at that time. 
5. Once counted all cash should be kept in a securely locked location (preferably a safe, but failing that a locked drawer or filing cabinet) until deposited
6. The completed Cash Counting Record (Appendix B) should be signed by both counters, scanned/photographed and emailed as soon as possible to the Lightwave Treasurer or Hub Treasurer
Best Practices if at all possible
1. Try to find a location or room which is secure and not visible from the outside if possible
2. Counters should not be the same two each week and not always include the local Treasurer (when appointed)
3. Never leave the room or money unattended. 
4. Maintain security if there are any callers to the building. 
5. Keep the keys of the safe in a secure location and never in the same room as the safe.
6. Transporting the money 
a) Limit the amount of money being transported to a sensible level
b) Make multiple trips where large amounts are involved. 
c) Vary the time and route of your trip. 
d) Never leave cash unattended in a vehicle. 
e) For cash in excess of £10,000 please consult the Lightwave Treasurer
NOTE: Cheques should be made payable to “The Lightwave Community C.I.O.”
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APPENDIX A - FLOW CHART FOR EXPENDITURE CLAIM AND AUTHORISATION
[image: ]	Comment by David Theobald: This diagram needs to be amended for Hubs with their own account.
For other accounts (e.g. Red Lodge) the Treasurer for that area should be consulted, using a similar procedure


APPENDIX B: LIGHTWAVE EXPENDITURE AUTHORISATION
	LIGHTWAVE EXPENDITURE AUTHORISATION (COMPLETE FORM OR PROVIDE EQUIVALENT INFORMATION BY EMAIL OR VERBALLY AS APPROPRIATE)

	NAME:


	ADDRESS/EMAIL:



	Name of Lightwave Group/Lightwave Rural Hub:



	Purpose of the Expenditure



	QUOTE 1 [PROPOSED QUOTE TO BE ACCEPTED – normally the lowest]
Description:

Supplier Name:
	£ cost




	QUOTE 2 
Description:

Supplier Name
	£ cost




	QUOTE 3 (optional for quotes below £1000, mandatory otherwise)
Description:

Supplier Name
	£ cost




	Can the supplier invoice the Lightwave Community 
	YES/NO

	Is the supplier already an authorised supplier to the Lightwave Community?
	YES/NO

	Is the expenditure recurring or one-off
	RECURRING / ONE-OFF

	SIGNED: 
	DATE: 


Expenditure authorisation should be supported by the following
a) Up to £100 reasonable justification 
b) Up to £1000 – at least 2 quotes recorded on the Authorisation Form or requested via email or verbally to the Lightwave Treasurer, depending on the amounts
c) Between £1000 and £10,000 – at least 3 written quotations. 

Please note this only applies to budgeted expenditure. If in doubt please call the Lightwave Treasurer. 
Return all sheets to Andrew Gosden, Lightwave Treasurer (or Hub Treasurer) , St Nicholas Centre, 4 Cutler Street, Ipswich, IP1 1UQ or email to andrew.gosden@cofesuffolk.org. Contact Andrew by email or phone (07711 753312) if you have any questions. 

APPENDIX C
	Lightwave Cash/Cheque Counting Record

	Date:
	
	Purpose/Event
	

	Cash and Cheques

	Cash - place coins into transparent bags
	Cheques - include with cash in bag/envelope

	
	AMOUNT
	NAME
	AMOUNT

	£50.00
	£
	
	£

	£20.00
	£
	
	£

	£10.00
	£
	
	£

	£5.00
	£
	
	£

	£2.00
	£
	
	£

	£1.00
	£
	
	£

	50p
	£
	
	£

	20p
	£
	
	£

	Silver
	£
	 
	£

	Bronze
	£
	continue overleaf if necessary
	…

	Cash total A
	£
	Cheque total B
	£

	Next please complete the paying-in slip combining both sets of cash and cheques then check your totals with this sheet

	Number of cheques
	
	Overall total (cash + cheques: A+B)
	£

	Thankyou! Now remember to sign (below) and date (top). Scan or photograph the form and email to the Lightwave Treasurer andrew.gosden@cofesuffolk.org

	Counter 1 Signature
	Counter 2 Signature

	Signed
	 
	Signed
	 

	Name
	 
	Name
	 


Cheques should be made payable to “The Lightwave Community C.I.O”. Cash and Cheques should be deposited at a local HSBC bank as follows:
Sort Code: 40-52-40 	Account No: 00034311 Name: The Lightwave Community C.I.O.
Specify the fund for the money to go to as follows:
	501-Lightwave-General
	503-Lightwave-Otley 

	504-Lightwave-Farm by the Water
	505-Lightwave Safe Harbour



For depositing monies for Red Lodge please consult the Red Lodge Treasurer. A similar form must be used. 
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