XYZ Company Ltd
Financial Procedures – Updated 30th April, 2010 

General

· Duties should be allocated to ensure division of responsibility. However staff should be cross trained in each other’s roles, to allow cover for absence and to help verify authorities.

· Delegation of authority to an agreed number of signatories - with specimen signatures provided. Signature stamps must not be used. Any agreed limits for delegated signatories must be observed.

Ordering 

· Before ordering ensure that the cost is within the budget and that funds are available.
· All orders must be on authorised purchase order letters with its own unique order number obtained from the Company Accountant. 
· Verbal orders must be followed by a written order letter.

· Ensure that all orders have an adequate description of the work, goods or services required.

· Orders up to £10,000 require an authorised signature

· Orders of £10,000 and over require two signatures, one of whom must be a Director, Management Accountant, Company Secretary or the Chief Executive Officer.

· Purchase orders must not be authorised by the same person that authorises payments.

Payment of Invoices
· Payment will be made by the Company upon receipt of a correctly authorised invoice or payment voucher.

· Discounts for prompt payment should be taken wherever possible.

· Care should be taken to ensure that copy invoices are not passed through for payment when the original has already been paid or is in the 'pipeline'. 

· Statements or letters requesting payment of invoices should always be sent to the Finance Assistant. 

· Credit notes for refunds should be checked and authorised. 

· Invoices of up to £10,000 require any one authorised signature to allow payment.  

· Invoices of £10,000 and over requires two authorised signatories to allow payment. 

· Cheque payments require one authorised cheque signature.

· Anyone who previously authorised the invoice, should not sign the cheque for payment.  This means that three separate people are needed to order, authorise and then pay for a transaction over £10,000.

· BACS payments, made monthly, require any one bank authorised signatory.

Travel and Subsistence Expenses
· Expenses for travelling and subsistence can be claimed only where the costs have been incurred wholly on company business. 

· All claims to be signed by applicant and authorised by either CEO, or the Company Accountant.  The Chair of the Board shall sign the expenses of the CEO.

Insurance

XYZ Company is insured for employer's liability and Directors' liability through Royal and Sun Alliance, policy number ABCD 1234.

AUTHORISED SIGNATORIES LIST

	Authorised Individual
	Signature

	Stefan Noble 
	

	Jack Sykes*
	

	Adriane Duxbury*
	

	Adele Mills *
	

	Frances Stephenson* - £500 limit
	

	Sophie Rhodes*
	

	Maite Johnstone*  - £500 limit
	

	Kath Barnett*
	

	Mark Bridger*
	

	Michael Hill
	

	
	

	
	


* Not bank signatories











































































