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Learning Performance Link

Financial management policy and procedure
	Introduction


	In order to ensure financial prudence, security and good practice LPL implements a financial management policy in addition to the financial oversight of an independent Chartered Accountant and bookkeeper.

	Responsibility
	Overall financial responsibility for the organisation rests with the Chief Executive and the Directors. Day-to-day financial matters are dealt with by the Training Manager.


	Internal control procedures



	Bank and cash

	Receipt of cash or cheque payments
	· Any monies received into the office is recorded by the office administrator and passed to the training manager for deposit into the bank
· Deposit slips and receipts are reviewed at least monthly by the CE.

	Preparation of cheques
	· No cheque shall be prepared without supporting documentation authorised by the training manager.

	Cheque signatories
	· All cheques are signed by the CE. No one else has the authority to sign cheques.
· The signatory must review all supporting documentation before signing the cheque.

· All documentation should be initialled as cancelled to prevent duplication of payments.

	Electronic banking
	· The bank account is password protected; only the training manager has access to the account.
· Payments from the account are only made with the authorisation of the CE.

	Cash management
	· Bank reconciliations must be up to date to avoid cash flow problems
· The training manager will check the bank statements electronically on a daily basis to monitor the cash situation of the organisation.

	Bank reconciliations
	· A bank reconciliation for each bank account should be performed on a monthly basis by the CE in conjunction with the training manager and bookkeeper. Any discrepancies should be reported to the accountant immediately.

	Petty cash
	· All petty cash transactions should be supported by either a printed receipt or a signed statement where no receipt is available
· Petty cash should be reconciled on a monthly basis and replenished only after review of the previous weeks reconciliation of expenditure

· Petty cash is replenished by means of a cheque issues when it becomes necessary to do so

	Safe custody of cheque books and credit cards
	· All chequebooks and the company credit card are kept in the possession of the CE
· Chequebooks should never be left lying around the office

· A regular check should be performed to confirm that no cheques have been taken from the chequebook out of sequence
· To avoid uncontrolled expenditure all company garage cards have monthly limits.


	Invoicing
	· Invoices are prepared upon completion of the training programme or according to the agreed payment schedule.

· All programme details are checked and confirmed as correct with the programme facilitator. An invoice is then raised according to the programme quote, and recorded on the database.

· A hard copy of the invoice is retained and filed with all supporting documentation.

· All invoices must be checked by the training manager or R&D manager before being dispatched to the client.

· Invoices for training programmes are prepared by the office administrator; invoices for development work are prepared by the consultant involved.



	Debtor follow-up

	Client statements are produced monthly and forwarded to those clients with outstanding payments.
Subsequent telephonic follow-up will be made should payments remain outstanding.
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