CHAPEL EN LE FRITHC OF E VC PRIMARY SCHOOL

GUIDE TO FINANCE FOR 

CURRICULUM CO-ORDINATORS/BUDGET HOLDERS

Below is a brief guide to the processes for ordering resources.  To help ensure the smooth running of the office and to comply with the Auditors requirements please try to follow the guidelines below. These guidelines are to be used in conjunction with the Financial Management Handbook (a copy of which is maintained in the school Policy Folder and School Website www.chapelprimary.org.uk).
Budgets

Each subject co-ordinator will have a budget for resources.  The amount allocated will be based on each subject Audit completed in conjunction with the School Improvement Plan.  You may spend money up to this limit per annum (April to March) in line with the delegated limits in the Financial Handbook.  All orders need to be placed and completed by the end of February at the latest in order that they may be processed within the financial year.  
Orders

All items purchased from your budget must have an order raised.  You may raise the order yourself on an official order form (available from the Business Manager) or you may write a request and ask the Business Manager to order it for you.  The order form must be signed by the Co-ordinator. Please remember to include postage and packing charges where applicable.
Goods may be ordered via the Internet, or bought directly from a retailer if this demonstrates the principle of “good value”.  However, these must be ordered on a personal basis and the VAT invoice/receipt presented to the Business Manager with a claim form for re-imbursement from your budget heading.  This will then be forwarded to the LA who will arrange payment to yourself.  PLEASE NOTE that payment made by debit or credit card may take up to 56 days to clear before being released for payment.  Payments made by cash or cheque should be processed within 5-7 working days.  Staff are reminded that personal store/loyalty cards must not be used for goods purchased on behalf of the school and that only items purchased for use in school should be listed on the receipt.
Delivery notes and Invoices

Wherever possible, goods ordered will be checked by the Admin Team on arrival and passed to you. Any delivery notes or invoices attached to the goods or packaging delivered direct to yourselves must be signed as correct and sent to the Business Manager after checking.

Goods on Approval

Please do not order goods on approval without using an official order, either from a catalogue or a representative.  It is very difficult to keep track of these, especially if they are distributed throughout the school.  Any goods received in the school office without an order number will be returned immediately.  If you purchase resources from a training course/exhibition you are attending please inform the Business Manager immediately on your return so that an official order can be raised.

Year End

Any balances not spent at the year end (March) will be lost.  All budgets will be reviewed in December of each year and may be re-distributed if monies have not been spent.
FINALLY

REMEMBER THE BUSINESS MANAGER AND ADMIN TEAM ARE HERE TO HELP AND SUPPORT YOU IN ANY WAY THEY CAN SO IF IN DOUBT PLEASE ASK.
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