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Revision History 

Date of this revision: 26 August 2014 Date of next revision. TBC 

 

Revision 
Number 

Revision 
Date 

Summary of Changes / Iteration Level Changes 
marked 

0.1 10/3/14 Initial draft (N) 

0.3 19/07/14 Final Draft  

1.0 26/08/14 Final Draft, changes accepted and index updated.  

Approvals 
This document requires approval from the following. 

Name Title / Organisation 

FDPC Committee  

Distribution 
This document has been distributed to the following people / organisations. 

Name Title / Organisation 

FDPC Committee  

Acknowledgments 
Thanks to the following people for their contribution. 

Name Title / Organisation 

  

 



Frome & District Pistol Club 

FDPC Financial Authorisation Process 

Document: FDPC Financial Authorisation Process v1 0.doc Date: 26 August 2014 
Status: FINAL   Version: 1.0 
Elaboration: High Level    
Security: FDPC Commercial in Confidence   Page: 3 of 6 

  

 

Contents 

1. OVERVIEW AND PURPOSE ................................................................................. 4 

1.1 Commercial Principles ................................................................................................... 4 

2. BUSINESS PROCESSES ...................................................................................... 5 

2.1 Low Value - Spend of less than £250 ............................................................................ 5 
2.2 Medium Value - Spend of between £250 and £1000 ..................................................... 5 
2.3 High Value - Spend of between £1,000 and £5000 ........................................................ 6 
2.4 Very High Value - Spend of more than £5000 ................................................................ 6 

 



Frome & District Pistol Club 

FDPC Financial Authorisation Process 

Document: FDPC Financial Authorisation Process v1 0.doc Date: 26 August 2014 
Status: FINAL   Version: 1.0 
Elaboration: High Level    
Security: FDPC Commercial in Confidence   Page: 4 of 6 

  

 

1. Overview and Purpose 
The purpose of this document is to ensure that all Committee Members are aware of the processes for 
approving expenditure within FDPC. 

The Committee is charged with control over the Club’s funds and as such a suitable level of authorisation 
and traceability is needed for all expenditure.  The Committee is also charged with the effective 
management of the Club and as such the processes must be proportionate to the expenditure so not to 
stifle Club activities. 

This process is not designed to be foolproof. There is an expectation that Committee members will follow 
the spirit of the process and behave accordingly.  There is also and expectation that violations of the 
process will be dealt with at Committee meetings in an appropriate manner, considering the size and 
intent of any violation - de minimis non curat lex! 

When referring to any meeting of the FDPC this document assumes such meetings are quorate. 

1.1 Commercial Principles 
 

There are two principles that apply to the authorisation of any expenditure of Club funds: 

1. The Expenditure must be agreed by a majority of Committee members.  This does not always 
need to be formally obtained but there must be a reasonable expectation by the Proposer that not 
more than half of the Committee members will not object to the expenditure 

2. There must be sufficient funds, or sufficient anticipated funds, in the Club accounts to meet the 
expenditure or any ongoing commitment associated with the expenditure.  To this end any 
expenditure must be agreed by the Treasurer or, exceptionally in his absence, by either the 
Chairman or Secretary 
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2. Business Processes 

2.1 Low Value - Spend of less than £250  
This type of spend may be applicable to something that is a cheap alternative which may only be 
available for a limited period of time, or is needed before the next committee, or may simply be the 
purchase of some cheap consumables for the Club such as targets.  For example, cheap bulk 
ammunition that might be for sale at Bisley, radios for use on rifle ranges or where an item that has been 
identified as something that the Club wants/needs and is available at a low price for a short period of 
time. 

In this instance, obtaining buy-in by all Committee Members or calling a full Committee meeting may not 
be possible or appropriate and the Proposer of the purchase may need to act quickly and on his own 
initiative. 

To gain approval will require the Proposer to get at least 5 Committee members to agree to the proposal.  
It also requires that any views known to the Proposer  against the proposal are considered and 
specifically if more than 6 Committee members are known to be against the idea then it should not 
proceed.  In other words, although all Committee members do not need to be consulted the principle of 
majority still needs to be considered.  If time permits, Committee members should be consulted by 
whatever means are available – eg, email consultation if face to face is not possible or convenient  

The action taken will need to be discussed and recorded at the subsequent Committee meeting 

If 5 Committee members cannot be found, the instigator can proceed on his own initiative, but he will run 
the risk that at the next Committee meeting, the Committee do NOT agree with the purchase – in which 
case he may be liable for the cost incurred 

 

 

2.2 Medium Value - Spend of between £250 and £1000  
This level of expenditure will require at least 5 Committee members to agree.  In addition, the Proposer of 
the expenditure must make reasonable efforts to canvass the views of other Committee members and if 
there is a reasonable chance that there will not be an overall majority  then the proposal will need to be 
referred to the next Committee meeting 

This should, reasonably, be expected to take not less than 3 days and should include the gathering of 
written approval from individual members of the Committee. 

If the spend is discussed at Committee then the process for spend greater than £1,000 will be followed. 

If the requirement occurs between Committee meetings then the following process will be as follows: 

1. The Proposer, i.e. the person looking to spend the funds, will send an appropriately detailed 
description of the expenditure and the justification to the Committee mailing list. 

2. Responses must be by email.  In exceptional circumstances, as determined by the Treasurer, 
verbal approvals will be accepted followed by written confirmation within 48 hours. 

3. The Proposer will coordinate positive responses and, when five or more have been obtained, 
forward these as a unit to the Treasurer (i.e. cc them into a single email or send all in close 
succession) with a covering request for authorisation.  He also needs to state how many 
Committee members are known to be opposed to the proposal 
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4. The Proposer’s own position is a valid positive response, i.e. they need seek only 4 others as well 
as demonstrating that the proposal is not known to be opposed by a majority of members of the 
Committee. 

5. The Treasurer will satisfy himself that 5 valid agreements have been obtained and that he has 
received no indication that there may be a majority of other Committee members opposed to the 
proposal; he will then authorise the Proposer by email to proceed.  In exceptional circumstances, 
as determined by the Treasurer, verbal authorisation will be accepted followed by written 
confirmation within 48 hours. 

6. Only the Treasurer may authorise the expenditure. For the avoidance of doubt; the Proposer may 
not incur, or delegate, the expenditure simply on the basis of written agreements from 5 or more 
Committee members without the Treasurer’s approval. 

7. The expenditure will be reviewed at the next Committee meeting for adherence with the process 
and general comment.  The Committee will have the authority to overturn the expenditure 
decision, but only if the expenditure has not yet been incurred. 

8. Should the Committee find that Proposer has acted inappropriately; they will have the authority to 
ban, on a permanent or temporary basis, that member from proposing future expenditure outside 
of Committee meetings.  In addition, the proposer may, at the Committee’s decision, be liable for 
some or all of the expense incurred 

2.3 High Value - Spend of between £1,000 and £5000 
The idea will be brought before a Committee meeting and discussed. 

If approved by a majority decision of a Committee meeting, the description of the procurement, the 
agreed expenditure and the owning Committee member will be noted in the minutes.  As normal, the 
Chairman will have a casting vote.  If multiple Committee members are to own the expenditure then their 
allocated budgets will be noted in the minutes separately.  The Treasurer will formally need to confirm 
that the Club has sufficient funds to meet the expenditure and this is to be recorded in the minutes 

Irrelevant of what is said at Committee, if the expenditure is not noted in the minutes then it is not 
approved. 

Should an urgent requirement occur for expenditure greater than £1,000 and less than £5000 then an 
emergency Committee meeting will be called. 

2.4 Very High Value - Spend of more than £5000 
Expenditure of this amount will likely represent either a major capital item or the placement of a large 
contract for either services or range hire.  In either case it represents a major commitment for the Club 
and one on which it is considered that all Members should be entitled to have a vote. 

In such an event, the Committee will either have to await the next AGM or call an EGM to discuss the 
matter.  In preparation for either, the Committee will need to prepare a business case outlining precisely 
what is require, why and the benefit to the Club.  The proposal will need to indicate which Committee 
members are in favour and which are against the proposal.  This proposal is to be circulated to Members 
in accordance with normal procedures for the conduct of an AGM. 

 

 


