Guidance on producing an Operational Finance Procedures Manual
The Financial Regulations provide much information regarding standard procedures, so if your school has adopted the Local Authority model policy, you will be able to refer many sections of your operational procedures manual to the Financial Regulations rather than duplicating information. It should be a manual to complement, not supersede, the Financial Regulations. 
Listed (alphabetically) below are suggested items to be included within your procedures manual. Please note that this list is not exhaustive. 
Bank reconciliation
· What bank account is used?
· When do statements arrive?
· Who reconciles and by when?
· Where are the blank bank reconciliation forms kept?
· When does the Headteacher countersign?
· Who would you contact if there was a problem with an entry on the statement?
Central Reconciliation – Central Schools Only
· Who is responsible for reconciling the monthly file?
· Who would you contact if there were any problems with the file/unable to balance?
· Who is responsible for reconciling funding? Make reference to Financial Regulations
· Who enters new funding on the computer?
· Where are the electronic reconciliation header forms kept?
· What is the timeframe for the Headteacher to countersign?
Charge Cards
· Where are charge cards kept?

· Who would you contact if you had any problems?

· Make reference to Financial Regulations for procedures and authorisation limits.

Computers
· Who has system manager access levels?
· What is the school email policy? Who reads and distributes emails? When should they be checked?
· When is the intranet reviewed for new information?
· Make reference to relevant section of the Financial Regulations regarding storage and updating of passwords
Financial Reporting
Headteacher

· How often do meetings occur to discuss financial management and monitoring issues?
· How often are budget monitoring reports issued?
· What reports are required?
Governors

· How often are budget monitoring reports issued?
· What reports are required?
· What is the contact number for the Chair of Finance? Chair of Governors?
· Where are copies of previous financial reports filed? 
IFS Reconciliation – External Bank Schools Only
· When is the budget statement (IFS) received from the Local Authority? (Approx. 4th of each month)
· Who is responsible for reconciling funding? Make reference to Financial Regulations
· Who enters new funding on the computer?
· Where are the electronic reconciliation header forms kept?
· What is the timeframe for the Headteacher to countersign?
· Make reference to software manual for procedures on how to process on the computer
Income
· Who is responsible for collecting income? Make reference to Financial Regulations if relevant

· Who is responsible for banking? 

· Where is the paying in book kept?

· When is banking of income carried out? 

· Who records the bank paying in slips onto the computer? Is there a timeframe for this to be completed? 

· Who chases any income arrears? 

Invoices
· What is the process for gaining authorisation on invoices? 

· How are invoices filed awaiting payment? 

· Where are cheques/batch headers stored?

· Where are invoices filed when paid? How are they filed?

· Make reference to software manual for how to process on the computer
Location of key finance documents
Where would you find:

· Financial Regulations?

· Software manuals?

· The Essex Scheme for Financing Schools?

· The Finance Manual for Schools?

· VAT Manual?

· F Notes?

· Budget file/working papers?

· Archived finance documents?

Monthly procedures checklist
· Available from the Intranet

Orders
· What is the procedure regarding orders? Refer to Financial Regulations
· Who enters the orders onto the computer?

· Where and how are they filed? Alphabetically? Numerically? 

· Make reference to Financial Regulations for authorisation limits etc. 

· Make reference to software manual for details on processing orders on the computer
Payroll
· Where is the payroll CD stored? 
· Who enters the payroll data onto the computer?
· Is there a timeframe by which it should be completed?
· Who distributes payslips?
· Who is responsible for writing unison subscription cheques? Where are they sent to?
· When are management checks carried out on variances between actual and committed salaries? 
Petty cash
· What is the procedure for claiming? Are there set times when staff can claim reimbursements? Make reference to Financial Regulations if appropriate.

· When are reimbursements made and by whom?

· Who records the entries onto the computer? Is there a timeframe for this to be completed within?

· Where claim forms are kept? (central schools)

Staff
Absences
· What is the absence policy? By what time should staff contact the school? Make reference to staff handbook if appropriate
· Who arranges supply and relief cover?
· Who enters staffing commitments for supply and relief staff onto computer? 
Amendments to contracts/New contracts
· Who updates the Personnel module (or equivalent) with any contact changes?
· Where are the pay forms kept?

Overtime

· Who authorises overtime?
· Who enters commitments onto the computer for overtime costs?
· What are the deadlines for pay form returns?

· Make reference to payroll handbook for notes on completing pay forms
· Make reference to Financial Regulations regarding who completes the pay forms/authorisation etc. 
· Make reference to software manual for procedures on how to process on the computer
Useful Contact Numbers/Websites
· Finance Support Provider

· Personnel Link Officer

· IT Support provider

· Bank 
· Essex Infolink

VAT
· Where is the VAT timetable kept?
· Who is responsible for completing the VAT claim form?
· Where are blank VAT claim forms stored?
· Who monitors receipt of reimbursement?
· Who enters the reimbursement onto the computer?
