Financial Reviews and Reports Policy (Template)
Note: This template specifically addresses the following:
Quality Area Reference: NEAS Quality Area G – Strategy, Risk, and Governance
Standard Reference: G3– Policy and Procedure Governing Reviews and Reports
1. Definitions

[include a list of key definitions]

2. Policy
2.1. Purpose
This policy ensures that financial management reviews and reporting processes are conducted regularly, transparently, and in compliance with organisational governance requirements. It provides a framework for accountability and oversight in financial decision-making.
2.2. Scope
This policy applies to:
· The Finance Committee (where established), OR
· The Delegated Officer(s) responsible for financial oversight (in smaller organisations).
· It covers financial planning, monitoring, reporting, and review activities for the organisation.
2.3. Principles
· Transparency: All financial activities must be open to review by the governing body.
· Accountability: The Finance Committee or delegated officer is responsible for ensuring accuracy, completeness, and compliance of reports.
· Consistency: Financial reviews and reporting must follow an established schedule.
· Integrity: Decisions are based on verified data, with clear documentation.
· Compliance: All reporting must meet regulatory, audit, and quality assurance requirements.
2.4. Responsibilities
· Board / Governing Body: Receives and reviews reports; provides oversight.
· Finance Committee / Delegated Officer: Prepares financial reviews, ensures accuracy, and submits reports as scheduled.
· CEO / Senior Management: Ensures resources and systems are in place for proper financial reporting.
· External Auditors (where applicable): Conduct annual independent reviews of financial statements.
3. Procedure
3.1. Financial Reviews
· Monthly: Finance Committee / delegated officer reviews budget vs. actual expenditure and forecasts.
· Quarterly: Reports submitted to the Board / Governing Body for review and discussion.
· Annually: Formal audited financial statements presented at the AGM or equivalent meeting.
3.2. Report Preparation
· Reconciliations of bank accounts and major expense/revenue categories completed.
· Draft report prepared, including:
· Income and expenditure statement
· Balance sheet
· Cash flow statement
· Budget variance analysis
· Notes on risks, anomalies, or corrective actions
· Reviewed internally by Finance Committee / delegated officer.
· Final version endorsed and submitted to Governing Body.
3.3. Reporting Format
Reports must include:
· Summary of financial position
· Comparative figures (budgeted vs. actual)
· Identified risks or issues and recommended actions
· Evidence of compliance with regulatory obligations (e.g., tax, payroll, superannuation, insurance)
3.4. Governance Oversight
· Reports are tabled at Board or Governing Body meetings.
· Meeting minutes must document:
· Review of financial reports
· Any resolutions or actions arising
· Endorsement or noting of reports

3.5. Monitoring and Review
· Select appropriate channel(s) based on audience.
· Disseminate information using approved template or format [state location of approved templates or formats)]
· Confirm receipt where required [e.g., student acknowledgements, staff sign-off in training records].
· Archive copies of communications for audit and review purposes.
3.6. Monitoring and Review
· Finance Committee / delegated officer maintains a Financial Reporting Register.
· Annual policy review to ensure continued compliance quality and compliance frameworks
· Adjustments made to reporting frequency or format if risks or organisational needs change.
4. Records and Evidence
· Copies of monthly, quarterly, and annual financial reports
· Finance Committee or Board meeting minutes showing review/endorsement
· Annual audited financial statements (where required)
· Financial Reporting Register
5. Related Documents
· Risk Management Policy
· Governance Charter / Board Terms of Reference
· Audit and Compliance Policy
· Delegations of Authority
6. Version Control
· Policy Owner: [Insert Role, e.g., Director of Studies]
· Date of Implementation: [Insert Date]
· Date of Review: [Insert Date]
· Version: [Insert Version Number]
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