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A. Purpose
The school's financial management procedures are designed to ensure that the Board:

a. Manages the funds responsibly in the interests of pupils.

b. Complies with GST regulations.

c. Meets audit office requirements.
B. The Budget

1. Preparation

a. The Principal will consult with staff prior to preparing the annual budget.

b. Requests for school funded or subsidised activities, e.g. school camp, yearbook, should be presented to the financial sub-committee prior to the preparation of the budget.

c. The financial sub-committee will prepare a budget in November each year to meet the school needs for the following year.

d. The draft budget will be presented at the Board’s November meeting and ratified by the end of that year.
2. Budget Reviews

a. The financial sub-committee will review the budget at least three times during the year to coincide with each instalment of the Operation Grant (April, July and October).

3. Variation from the approved budget

a. The financial sub-committee will present any proposal for variation from the approved budget in writing to the Board for their approval prior to committing any school funds.
C. Income

1. Funding

a. The Principal will ensure correct data is submitted to Ministry in order to receive funding entitlements.

b. The Principal will check the funding notices, when received, to ensure all entitlements are correct.

c. Ongoing and Reviewable Resourcing Scheme (ORRS) funds will be allocated according to contractual obligations.

d. Funding notices are to be kept on file and available for the auditor.

e. Funds are to be transferred into short or long term investments and transferred to the cheque account when required.

f. All income will be banked to the school cheque account and allocated a budget code.
2. Kindo

a. The Business Manager will reconcile the weekly reports received from Kindo and allocate the direct credit payments to the relevant budget codes.
D. Authority for Expenditure

1. The Board authorises the Principal to

a. Expend the Board's funds within budget limits.  Figures may differ in individual accounts, but the total spent for each Department is to remain as budgeted.
b. Transfer funds between the school's bank accounts.

2. Delegation of authority

a. The Principal may delegate authority to budget holders to order and receive goods within the approved budget.

E. Signatories to the School’s Bank Accounts

1. The signatories to the school’s bank accounts will be any two of

a. The Principal
b. The Deputy Principal
c. The Board Presiding Member
d. A Board member

For payments to cheque signatories the person receiving the payment must not authorise the expense or authorise the internet payment.

F. Credit Card

1. Introduction

a. Credit card use must clearly be linked to the business of the school.

b. The Board requires the Principal, as the chief executive and the Board’s most senior employee, to implement and manage the procedures for use of the credit card.

c. The credit cards will only be issued to the Principal and any other staff member after being authorised by the Board.
d. The Principal is the primary card holder and any other cards are linked to this account under the same credit limit of $5000.
e. It is expected that the credit card account will be paid in full each month by the due date without incurring additional interest charges.

2. Use of the credit card

a. The credit card is not to be used for any personal expenditure.

b. The credit card will be used for:

i. Payment of actual and reasonable travel, accommodation and meal expenses incurred on school business

ii. Purchase of goods at suppliers where the school does not hold an account, or where cheques are not accepted, e.g. one-off supplier, internet orders.

iii. Any non-approved credit card purchases will be the personal liability of the person(s) making the purchase.

3. Supporting documentation

a. All expenditure charged to the credit card should be supported by

i. A credit card slip.

ii. A detailed invoice or receipt to confirm that the expenses are properly incurred on school business.

iii. For expenditure incurred in New Zealand of value greater than $50 (including GST) there should also be a GST invoice to support the GST input credit.

iv. The credit card statement should be certified by the cardholder as evidence of the validity of expenditure.

v. Authorisation for the expenditure will follow the same procedures for approving invoices received by the school.  Cardholders will not approve their own expenditure.

vi. All purchases should be accounted for within 5 working days of receiving a credit card statement.
4. Key Controls

a. There will be a credit limit of $5,000.

b. Purchases over $500 must be pre-authorised by the Principal using the E-Order Book system.  
c. At the end of each month, the credit card account will be reconciled at the school office.
d. The credit card statement and supporting documentation will be filed in accordance with the financial procedures associated with incoming invoices. Credit card reconciliation is sent to the Presiding Member for signing.
e. Prior to issuing the Credit Card, extra card holders will need to sign a document showing they have seen the Policy/Procedure of the Credit Card system saying they understand and adhere to the required procedures.
5. Discretionary Benefits

a. Any benefits of the credit card such as a membership awards programme are only to be used for the benefit of the school.  They should not be redeemed for personal use.

6. Cardholder Responsibilities

a. The cardholder should never allow another person to use the card.

b. The cardholder must protect the PIN number of the card.

c. The cardholder must only purchase within the credit limit applicable to the card.

d. The cardholder must notify the credit card company and the school immediately if the card is lost or stolen.

e. The cardholder must return the credit card to the school upon ceasing employment or at any time upon request by the Board.

G. Budget Holder's Responsibilities

1. Each budget holder has

a. Responsibility to make the best possible use of the available funds in the interests of the pupils and the school.

b. Delegated authority to purchase goods and services for their section of the school within the limits of the budget.

c. Responsibility to the Principal for making sound decisions regarding the use of school funds.

d. Responsibility to adhere to the school's financial management procedures.

e. Responsibility to check monthly reports and promptly report any problems to the Business Manager.

H. Placing Orders

1. E-Order book

a. When purchasing goods, budget holders will advise the order number from the E-Order Book on Google Doc’s.
b. The following details are to be included:

i. The order date

ii. The supplier's name
iii. The detail of the goods to be ordered
iv. The budget code the expense is to be charged to
v. The signature of the person ordering and the budget holder
2. Back orders

a. Care must be taken to instruct suppliers carefully regarding back orders, especially in the case of orders for books.

b. Generally speaking; orders not filled within two months will be cancelled.
I. Recording Commitments:

1. Budget holders must

a. Limit orders for goods and services to the approved budget.  Commitment of the school to payment outside the allocated budget is a serious breach of delegated authority.

b. Keep a running total of the value of each order placed so that at any time the commitments against the budget are known. It is not sufficient to know the amount paid from the ledger.  The record should be updated as invoices come to hand.
J. Receipt of Goods

1. Delivery

a. The arrival of all goods must be handled through the school office.

b. The Business Manager/Office Manager/Administration staff will:
i)  Inform the budget holder that the goods have arrived.

ii) Confirm the correct supply of the goods by ticking each item as received.

iii) Countersign the invoice or packing slip to confirm receipt of the items.

iv) If a part order is received the details are to be added to the E-Order book, and the budget holder is advised of the delay.  If necessary, any un-supplied portion of the order is cancelled.

v) Arrange for all non-book assets to be recorded in the asset register.

c. The budget holder

i) Assumes responsibility for the goods, and if necessary, arranges for the filing, storage or cataloguing.

K. Processing of Accounts for Payment 

1. The Business Manager will:
a. Process invoices within three days of receipt, (invoice checked, and authorisation completed.

b. Present correctly prepared invoices to the Principal who signs them via Docusign authorising payment.
c. Forward a schedule of creditors to the accounting service provider for payment.
d. Pay accounts which require immediate attention either by cheque or internet banking.
L. Reporting to Budget Holders

1. Budget Holders will have access to the online financial system
a. The Principal will advise budget holders of the codes to access the online data from the accounting service provider.
b. Budget holders check the report for accuracy and note in writing to the Business Manager any matters for checking or correction.

c. The Business Manager will prepare and maintain a spreadsheet which will contain a running balance of expenses from budget codes.

M. Payment of Accounts

1. Accounting Service Provider:

a. A schedule of creditors is provided to the Account Service Provider who will pay the accounts on the advised payment date.
2. Payment by school cheque:

a. Any two of the approved signatories will sign the cheques. 
3. Payment by internet banking

a. The Business Manager is authorised to enter the details of payments.  Any two approved signatories will approve the payment.

b.
When loading the details for a new supplier, the Business Manager will enter the bank account details on the internet, scan the invoice or documentation showing the corresponding details and email it to all authorising signatories.
N. Payroll

1. Preparation:

a. The Business Manager is to be informed by email or written authority of any changes to personnel, e.g. new employees, sick leave taken, discretionary leave taken, etc.

b. The Business Manager, as delegated authority, will inform the payroll service provider of these changes

2. Payment:

a. On receipt of the Staff Usage and Expenditure Report (SUE Report) the Business Manager will check the details and allocate budget codes.

b. The Business Manager is to ensure sufficient funds are available to cover the payment of wages and salaries.

3. Authorisation:

a. The Principal and Presiding Member will check the SUE Report to ensure the correct staff are employed and being paid.

b. The SUE Report is to be held on file for audit purposes.

O. Account Reconciliation and Reporting

1. Monthly Reporting

a. Once all transactions are entered in the computer the Business Manager emails the financial spreadsheets to the accounting service provider.

b. 
The accounting service provider reconciles the bank account and prepares the monthly report for the Board.

c. Upon receipt of the monthly report, the Principal and Business Manager check the general ledger for any inconsistencies or variations from the budget.

d. The monthly report is presented to the Board with the Management Report Commentary attached.  The principal will draw the Boards attention to any items of significance or variations from the budget and any other material matters.

e. The monthly financial report from the accounting service provider is scanned and emailed to Board Members and tabled at that meeting.
2. Annual Reporting

a. The Board’s annual reports will be prepared in compliance with the Ministry of Education requirements and with the assistance of the school’s accounting service.

b. The previous year’s Financial Accounts and Audit Management letter will be approved at the next Board meeting following receipt from the Auditor.
P. Cash Management

1. EFT-POS
a. EFT-POS is available for families to use for payment of pre-loved school uniform etc.

b. Receipts will be reconciled daily by an Administration Officer.

c. The Business Manager will reconcile the EFT-POS receipts ensuring all money is correctly coded and recorded.

d. The Business Manager will prepare the banking, ensuring the banking amount equals the total shown on the weekly reconciliation report from the EFT-POS machine.
2. Cash handling

a. All monies received by the school will be banked in the school bank account.  No payments will be made directly from cash received.
3. Cash security

a. All cash in the school must be locked in the safe.

b. The maximum amount to be held in the locked safe overnight is $2,000, except that immediately after a fair or fundraising event the maximum is $10,000, until the next banking day.
Presiding Member
………………………….....
Principal
………………………….....
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