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FINANCIAL PROCEDURES 

2018 
Applicable to all staff 
1 Introduction

1.1 GDoc Ltd is a company limited by shares, company number 8230041


1.2 GDoc Ltd is owned by the GP practices within Gloucestershire.
1.3 GDoc Ltd’s financial year is from 1 April to 31 March.
1.4 This document is designed to provide guidance on the financial procedures followed by GDoc Ltd.


1.5 The financial procedures are updated whenever a change has occurred. This guidance is to be reviewed annually, and adjusted where necessary.
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3 FINANCE TEAM
3.1
The Finance Team comprises:
Finance Director – Allen Mawby

Finance Manager – Kate Walton

Finance Officer – Trish Boocock

Finance Assistant – Karen Morley
4
ACCOUNTING SOFTWARE


4.1 The GDoc Ltd maintains its accounting records using SAGE accounting software, which is backed-up daily.
4.2 The accounting program is password protected, with user access only granted to members of the Finance team.
4.3 This system is reviewed annually to ensure that it continues to meet the needs of GDoc Ltd accounting requirements.

5.
Internal controls
5.1
The company employs safeguards to ensure that financial transactions are properly authorised, actioned and recorded.  These financial procedures should be followed by all staff in the company. 

5.2
An annual audit is carried out to provide an independent opinion on the accounts of the company.

5.3 All employees and members of the Board of Directors are expected to use good judgement, to adhere to high ethical standards, and to act in such a manner as to avoid any actual or potential conflict of interest.

6.
FINANCIAL PLANNING AND REPORTING

6.1 The company’s financial statements are prepared in accordance with United Kingdom Accounting Standards (United Kingdom Generally Accepted Accounting Practice), including Financial Reporting Standard 102 The Financial Reporting Standard applicable in the UK and Republic of Ireland (United Kingdom Generally Accepted Accounting Practice).
6.2 GDoc Ltd receives an annual management letter from its external auditors at the conclusion of their year-end audit.  The Finance Director is responsible for implementing the recommendations and reporting to the Board. This report should be formally recorded in the Board minutes.
6.3 The Audit service should be tendered at regular intervals to ensure independence and value for money.
6.4 Financial reports and forecasts are prepared for the Board of Directors as required.  These are reviewed and approved by the Finance Director.
7.
INCOME AND Receipts

7.1 Staff are responsible for ensuring the Finance team is aware of all income due to the company and for providing the necessary information to raise invoices promptly to enable the timely collection of income.    


7.2 The Finance Officer should monitor sales invoices to ensure payment is made in line with the company’s payment terms.  If payment is not received, debt collection procedures should be considered with the Finance Manager.   
7.3 Where refunds are required they shall be made to the original payer and follow the method by which the money was received in order to minimise the opportunities for money laundering in accordance with Money Laundering Regulations.
7.4 Bank statements should be reviewed at least monthly to ensure that all income has been recorded and the accounting records are up to date.  Any unidentified income should be followed up with the Finance Manager and appropriate action taken to identify this.

7.5 Cash receipts are not accepted and there are no facilities to accept card payments.

7.6 Any cheques received should be stored in a secure location until banked.

7.7 Before debtor invoices are written off, written authorisation should be obtained from the Finance Director.


8.
NON PAY EXPENDITURE

8.1 All purchases should be made with a view to achieving value for money.  

8.2 Expenditure should be authorised by the Chief Executive, Finance Director or a Manager, as appropriate, with the exception of small recurring office consumables.  Where a purchase order has been placed, details should be notified to the Finance team immediately to ensure that the financial commitment can be noted.
8.3 Payments should be made on receipt of an approved purchase invoice by direct bank transfer in accordance with the supplier’s payment terms.  Where the invoice is disputed, payment will be withheld until the issue is resolved.
8.4 Once the invoice has been received for the supply of the goods, the Finance team should match the invoice with the purchase order or backing documentation and investigate any differences.   
8.5 Direct debits and standing orders
GDoc Ltd is permitted to pay recurring invoices and payments by either direct debit or standing orders, where possible.  Invoices paid by direct debit or standing orders should be reviewed and authorised annually by the Finance Director.
8.6 Tendering

UK/EU legislation on tendering procedures must be followed if appropriate.  For any purchases of a substantial value, consideration should be given to issuing a tender to ensure that value for money is achieved for the company.

8.7 Detailed procedures

Detailed invoice processes are contained in Appendix one.
9.
PAY EXPENDITURE

9.1
The payroll is calculated by a payroll bureau, Medic Accountants.  Detailed information to enable the bureau to run the payroll must be remitted to them by the Finance Officer five working days before the monthly BACS submission.  To enable this deadline to be met, all payroll information should be provided to the Finance Officer by the 7th of each month.


9.2
Any changes to salaries or working hours must be authorised by the Chief Executive.  

9.3
Salaries and Wages are paid monthly via direct debit by the 24th of each month, or the working day before the 24th if the 24th falls on a weekend.


9.4
The Finance Manager is responsible for the preparation of all statutory Inland Revenue documents.
10.
Employee Expenses


10.1
Employees are required to complete an expenses claim form for all items requiring reimbursal through the payroll.  All expenses claims received by the 7th of the month will be reimbursed in the same month, otherwise they will be reimbursed through the following month’s payroll.
10.2 Expenses must be authorised as follows:

· For all employees by their manager. 

· Directors by another member of the Board

10.3 Details of the expenses procedure are contained in Appendix two.
11.
BANKING 


11.1
Bank mandates

Bank Mandates should be retained for all bank accounts. The bank mandates should show:
· Cheque Signatories for each account

· Financial limits for each cheque signatories

· Authorised officers for transferring funds between accounts/forms of investments and financial limits.


11.2
Bank mandates should be reviewed annually by the Finance Manager.
11.3
Cheque Signatories
All payments made by cheque must be signed and authorised as per the bank mandate. 


11.4
On no occasion should blank cheques be signed.

11.5
The authorised cheque signatories are


· Allen Mawby – Finance Director

· Julia Tambini - Company Director
· Kate Walton – Finance Manager

· Jo Bayley – Chief Executive
11.6
Bank reconciliations
A bank reconciliation should be prepared for each bank account at the end of each month by the Finance Officer.

11.7
Copies of the bank reconciliation should be printed, and reviewed by the Finance Manager monthly.  


11.8
Any differences between the nominal ledger and the bank balance are not to be written off without careful investigation and explanation of the difference to the Finance Manager.

12.
petty cash
12.1 A petty cash float is maintained by the Finance Officer. Appropriate invoices or receipts must support payments from these floats.

12.2 The following types of expenditure are expressly forbidden: 
· Any individual item over £50 
· Payments of salaries, wages, overtime payments, staff expenses or other ad hoc remuneration.
· Personal expenditure, loans or advances to employees or cashing of personal cheques
12.3 The petty cash float and expenditure should be reconciled regularly.


13.
Fixed Assets


13.1 GDoc Ltd maintains a fixed asset register.  For each asset owned by the company, the register includes: 

· a record of the location of the asset
· the purchase date
· the purchase price
· the assets written down value.

13.2 Depreciation on fixed assets is charged at the following rates:
Long term leasehold  - 20% straight line

Fixtures and fittings  - 20% straight line

Office equipment  - 33% straight line 

Computer equipment  - 33% straight line

Plant and machinery.. - 33% straight line
13.3 Additions and disposals are depreciated from/in the month of purchase/sale.
13.4 Fixed assets should be reviewed annually to ensure that the assets exist and that they are not valued in excess of their net book value.

14. Document Retention


14.1 The company is required by law to retain prime documents for six years. These include purchase invoices, sales invoices, bank statements, receipts, cheques, BACS records, payroll records and expense claims.

15. Value Added Tax (VAT)


15.1 GDoc Ltd is not VAT registered.


15.2 GDoc Ltd reviews its VAT situation annually.


Appendix 1
Invoice processing

1. Invoice matched to purchase order (if raised).

2. Expense codes allocated by Finance Officer.

3. Finance Officer checks authorisation is in order.
4. Finance Officer processes on line payments and inputs invoices into accounting system.

5. Mark invoice with date input into the system.

6. Filed in date order as follows:

· Third party invoices in invoice folder.

· Personal expenses in expenses folder.
7. Payment runs are to be at least weekly.

Appendix 2
Travel and Subsistence

1.
Introduction
1.1
The principle governing the rules on travel and subsistence is that staff should be reimbursed for necessary extra expenses while on official business. In all cases expenses claimed must be justifiable. Spending is to be modest at all times. 

1.2
Official travel means travel for the purpose of official business and not travel between home and your place of work.

2.
General Principles

2.1
 Travel expenses should be claimed on a monthly basis using the claim form within 7 days of the end of the month incurred. Claims submitted after this date may be not be approved and will result in delays in payment.

2.2
If travel is considered essential, meetings should be organised so that wherever possible multiple meetings are arranged for that period. Travel should be planned as early as possible to take advantage of any advance booking discounts wherever possible.

2.3
Where it has not been possible or practicable to book travel or accommodation in advance, the receipted cost of the ticket will be reimbursed to the staff member through an expense claim. Expenses must be receipted.
2.4
It is the employee’s responsibility to notify the relevant person of any hotel / travel reservations that need to be changed or cancelled and that they do so in a timely manner. GDoc Ltd may require the employee to reimburse any charges that could have been avoided if the reservation had been cancelled in a timelier manner. GDoc Ltd may recover  any excess cancellation costs.

2.5
Expenses will be reimbursed through the payroll system.

3.
Expense Authorisation

3.1
All expenses need to be approved and signed by the appropriate Manager before they can be paid.
All amounts noted below are inclusive of VAT.

4.
Travel and subsistence policy
4.1
Receipts

It is Company policy for the expense claims to be supported by receipts.
4.2
 Taxis and Parking 

As a guide, taxis should only be used where public transport is not operational or where taking public transport would be unduly difficult or unsafe for example where the venue is in a remote location or when there are time constraints between appointments.

Parking will be reimbursed but where possible a receipt is required.  Most machines will issue a receipt but be mindful of requesting one at the time of payment usually by pressing a separate button.

4.3
Travel by Private Motor Vehicle

The use of a private motor vehicle must be approved by the authorised signatory if it is deemed that:

a. This expenditure would either be less than using public transport or
b. That the use of public transport is impracticable

In cases where employees are using their private motor vehicles for official business, the vehicles must be insured for business purposes. When using private vehicles, the claimable amount for mileage travelled is the Inland Revenue approved rate (45p per mile up to 10,000 miles and 25p thereafter as at June 2011) for staff. Reimbursements will only be paid if private vehicles are insured correctly. All employees must have fully comprehensive vehicle insurance.

4.4
Rail and Air Travel 

This should be economy class unless cleared in advance by the Finance Director.
4.5
Overnight Accommodation 

All Hotel Reservations are on a bed and breakfast basis only.

As a guide this equates to £85.00 a night outside London and £130.00 for London. If an employee spends more than the recommended amount then the company will only pay up to the recommended amount unless it has been agreed as unavoidable with the Finance Officer in advance. 

Where breakfast is not taken at the hotel or the cost is not covered an allowance of £10.00 can be claimed, this needs to be supported by a receipt.

4.7
Hospitality
There may be occasions when senior staff members are required to entertain. Prior approval from the Board of Directors must be obtained before any entertainment can be considered.  Receipts must be provided in all instances and approval is at the Board of Directors discretion.
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