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1. Bank Accounts 

Portsdown U3A will have one bank account for all normal activity and available funds unless 

the funds available are sufficient to put into an interest bearing account. 

As a charity, we should not have to pay bank charges. 

All financial transactions must be authorised and cheques must be signed by two Trustees 

from a list of signatories. Generally these signatories would be the Officers on the 

Committee or at least Trustees. 

All accounts must be operated in exactly the same way as the main account with regard to 

signatories and reporting. Banking arrangements must not be under the control of Group 

Leaders. 

Bank Statements will be sent directly to the Treasurer. 

2. Cash & Cheque collections 

Cash or cheque collections for room hire made at Group meetings should be paid to the 

Treasurer together with the paying in form ideally on a monthly basis. 

Collections can be paid in at General Meetings. It is permissible to deduct any expenses eg 

refreshments and these should be entered on the form and be accompanied by a receipt. 

Portsdown U3A has a strict guideline regarding the amount of cash that a Group Leader is 

allowed to hold. This is laid down by the Committee from time to time and is currently £200. 

Any excess monies collected by a group can be held for an activity for that group eg speaker 

or a trip out, up to the current limit of £200. Alternatively, if there should be insufficient 

funds for such an event then a small charge could be made by the GL to cover the shortfall. 

Another arrangement would be, to open a speaker event or a trip out to the whole 

membership which needs to be advised to the Executive Committee prior to informing 

members of the event. By doing this it becomes a Portsdown U3A event and not one for 

that specific group. Any money paid by the participants to the event organiser must be 

passed onto the Portsdown U3a Treasurer at the next General Meeting. This does not mean 

that you cannot invite other U3A members to your activities. 

Where large amounts of monies are collected, eg. for the Travel Group events, they should 

be paid to the Treasurer at the earliest opportunity or at the next General Meeting avoiding 

monies in excess of £200 being held for longer than a month by group members. 

The use of personal credit cards is not allowed. (Payments made this way on behalf of a U3A 

activity are not covered by the refund policy of the credit card company). This is essential to 

protect trustees, Group Leaders and others. 
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The Committee has total responsibility for ensuring safe custody of members’ money and 

the Trustees are the people with legal accountability. 

Small events with a financial outlay of less than £200 can be run by any group member, with 

the Group Leader's oversight, and without reference to the Treasurer; see paragraph below. 

The Committee (via the Treasurer) will monitor the income and expenditure of the Groups 

and request detail of their financial activities halfway through the financial year and at year 

end on 31st March when a final asset balance is reported. 

3. Payments 

It has become difficult, in some instances, to book and pay for activities by cheque. Many 

theatres, for example, now insist on card payments. A credit card would give the most 

protection but the banks do not issue credit cards to charities.  

Two debit cards are held by the Chairman and Treasurer. There is a limit for any debit card 

payment laid down by the Committee which is currently £200. All payments over £200 

require an agreement in writing (letter or email) from another signatory before making the 

transaction. The Chairman and Treasurer also have internet banking access which can be 

used for monitoring bank activity and providing bank transfer payment facilities where 

appropriate, subject to the same £200 limit stated above.  

4. Expenses Policy 

The Portsdown U3A is a Charity and is mindful of the need to use the members’ funds 

wisely. However it is run by volunteers who give their time and expertise freely and this 

policy is to ensure that these worthy people are not out of pocket. 

Expenses incurred by individuals in the furtherance of the running of Portsdown U3A shall 

be refundable. All claims need to be made on the appropriate form (copies available from 

the Treasurer) giving sufficient detail as to the nature of the expense. Where possible 

receipts should be attached. All completed forms should be authorised by an appropriate 

person. 

If travelling by train, the best price may only be available if booked in advance and it is 

hoped that use will be made of this facility. If you have a railcard or a bus pass it is expected 

that these will be used where appropriate. Travel by car will be reimbursed at the current 

HMRC approved rate. Car parking and congestion charges can be reclaimed but parking or 

other fines will not normally be allowed.  

Overnight accommodation will only be allowed in exceptional circumstances and will need 

the prior agreement of the Executive. If there is a need for an advance for any reason, this 

can be obtained from the Treasurer. 
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5. Membership Fees 

When setting the level of the membership fee the following should be considered; 

 • The funds needed for running the U3A itself. 

 • The cost of funding (either totally or in part) one or more members’ attendance at the 

Third Age Trust's Conference/AGM. 

 • Paying the subscription for Beacon. (April) 

 • The need to build up adequate but not excessive reserves. 

 • The membership fee payable to the Trust, currently £3.50, and which is paid for all 

members. 

Portsdown U3A has a basic membership fee which covers the central costs of operating the 

U3A and includes Beacon subscription and attending the general meetings. Methods of 

payment are Cash or Cheque. 

6. Group Meetings 

There is an additional charge to Group members for attending some group meetings where 

costs are incurred. The charge for attending a group that involves costs is set by the GL and 

should cover the cost of the rent and refreshments. It is envisaged that the costs recovered 

will be equal to 100% of the actual cost over a 12 month period. Should this fall below 90% 

it may be necessary for the charge to be increased or to find a cheaper venue. The Executive 

Committee can agree to subsidise interest group losses or costs in specific circumstances 

but not trips or other social activities. Any funds collected by a group over and above the 

rent and other expenses can be held by the group for their own activities subject to a 

maximum cash holding of £200. (The cash holding limit is also clarified in the ‘Cash and 

Cheque Collections’ section.) 

Any member wishing to use hired premises for a U3A activity, must supply the committee 

with a copy of the Terms & Conditions pertaining to that venue unless such terms & 

conditions are already in their possession. These can only be agreed and signed by the 

committee. 

For interest groups meeting in private houses a payment can be made to the host for 

refreshments of an amount defined by Committee, currently 50p. Any amount above 50p 

will cause the whole amount to become U3A money and should be paid to the Treasurer. 

7. Events 

Where an event includes the payment of a total amount for the venue, monies collected 

from the participants should be paid in to the Treasurer using the Paying In form; cheques 

being made payable to Portsdown U3A. 
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All events such as theatre trips or educational days out must be charged at the expected 

cost and all participants pay in full as appropriate unless free places are available in which 

case the value of such places should be shared out amongst all participants to the event.  

The individual organiser of an event should not benefit personally from any offer by the 

organisation providing the event. 

8. Payments to other charities 

Portsdown U3A cannot raise funds for another charity that does not have similar charitable 

objectives as we have no power in our constitution that allows us to do so. Donations to 

another U3A are permissible. A fundamental part of charity law is that all money raised by 

any charity has to be spent on its charitable objectives and it is unlikely that many other 

charities will have sufficiently similar aims to ours. Buying a service from another charity 

such as hall hire or a speaker hire is not a problem but that is all. A one-off donation to 

another charity arranged with a speaker, in lieu of a fee, does not contravene the rules on 

payments to other charities although wherever possible it avoids explanations if the speaker 

is paid directly and the speaker makes the donation to his/her chosen charity. This does not 

apply if the speaker is a member of the U3A as payment is not allowed. The fee must not be 

inflated above that normally charged by the speaker. A collecting box for another charity 

which is displayed and is clearly not a requirement for the event is permissible. 

9. Financial Reporting 

Reports and Accounts for the Financial Year End and the AGM Accounts must be prepared 

for the members and these must be available at the AGM in an appropriately certified form.  

The accounts will be prepared on an accruals basis and will be examined by an independent 

examiner who will be a person with the requisite knowledge and practical experience. This 

should be an external examiner although a person who is a suitably qualified member from 

another U3A is acceptable. 

If Portsdown finds itself in the situation of not having an outside person then it will be 

acceptable to ask a member to take on the responsibility providing they are suitably able 

and preferably have no connection with any member of the Committee or the Committee as 

a whole and are not paid.  

All financial records must be kept for a minimum of six years from the end of the financial 

year to which they relate. Financial records may be kept manually or by the use of a 

spreadsheet or a membership system with a financial recording unit. Currently Beacon is not 

favoured for this purpose. 

10. Date of The U3A Trust’s Financial Year End and AGM 

The Trust’s membership and financial year is April to March, so membership fees to the 

Trust become due and payable on 1st April. The Trust’s AGM is normally held with 

conference in late August. 
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Should Portsdown reach a turnover of £25,000 or more we will need to produce a trustee 

report and submit it and the accounts to the Charity Commission together with an annual 

return. These accounts must show previous year’s figures. Any person, member or not, can 

ask for a copy of the annual accounts and where applicable the trustee report. 

An asset register will be maintained stating original cost, current value, depreciation written 

off and the location of the asset. Assets will be written down over a period of time to 1p 

unless and until disposal. Assets may only be purchased with the permission of the Trustees.  

11. Reserves 

The Committee will consider on a regular basis if the reserves are appropriate for the 

circumstances at that time. The figure should include 6 months approximate running costs, 

any known extraordinary expenses, replacement of assets and a contingency for 

unexpected or emergency happenings. A budget for the following financial year will help 

this process. Should the reserves become unnecessarily high, the Committee should 

consider reducing the subscription; the purchase of a capital item that will benefit a large 

proportion of the membership or a workshop, conference or educational visit. Under no 

circumstances should excess reserves be repaid to members. 

12. Membership fees and membership of more than one U3A.  

Each U3A has to pay a membership fee to the Trust. Some Portsdown members may be 

members of more than one U3A. The Third Age Trust has no wish to recover more than one 

membership fee for each member of the movement. However, it is essential, for insurance 

and for fairness, that a membership fee is paid for each member of the movement. If a 

Portsdown member produces evidence of having paid Individual Membership Subscription 

to another U3A the Portsdown’s subscription will be reduced by the Membership 

Subscription amount. In these circumstances, those members will not be included in the 

numbers supplied to The Trust for Membership Subscriptions as they are Associate 

Members of Portsdown U3A. 

Portsdown does not have an agreement with any other U3A for reciprocal attendance at 

groups. The policy is that a person must be a member of Portsdown U3A to attend 

Portsdown’s groups. 

 


