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PURCHASING AND PAYMENT PROCEDURES
See Wokingham Borough Council’s Scheme for Financing Schools - available on the WBC website at 
Scheme for Financing Schools (wokingham.gov.uk)
https://wsh.wokingham.gov.uk/leadership-management-and-governance/schools-finance/scheme-financing-schools
The terms of the school’s Value for Money policy will be taken into account when purchases are made

Raising Orders 

· Before any purchase is made an order will have been raised  

· Budget holders will be responsible for making the first request for the purchase of items or services from their own budgets. This will be done by means of an Internal Request Form (see appendix X) and sent to the School Office.

· On receipt of the Internal Order Form, the ?????????? will raise an official order on FMS for sending to the contractor.  Reference will be made as appropriate to the Contract Regulations issued by the Council, and after determining that the appropriate budget has sufficient funds to meet the order. Internal Order Forms should be attached to the official order forms raised on FMS

· Orders are to be authorised by the ??????????. Paper copies of official orders will be kept in alphabetical order in an outstanding order file in the School Office. Where appropriate, a copy of the official order will be sent to the budget holder.

· ?????????? is able to authorise expenditure for day-to-day items and services up £?????????? on any one item (excluding utilities).  A sequence of orders all within the limit to cover a larger order or orders is not permitted.  Authorisations between £?????????? and £??????????              are to be referred to the Finance Committee.  Authorisations over £?????????? are to be referred to the Governing Body.  

· In instances of proposed orders/purchases being in excess of £?????????? the ?????????? will first seek three verbal quotations, in excess of £?????????? three written quotations  which will be attached to the subsequent purchase order, together with details on how and why the successful quotation was chosen.  Approval of contracts over £?????????? will only be made after following the school’s tendering procedure.   See Appendix A
Where invoices are sent to the LEA for payment because of the large amount involved the ?????????? will ensure that these central payments are reconciled against FMS      

Checking Orders

· On delivery, all orders will be checked by the ?????????? against both the delivery note and original order.  After any discrepancies, and action taken, have been noted on the delivery note this will be signed and dated by the ??????????.  
· Goods will not be allowed to leave the School Office until the above procedure has been completed.

Payment of Invoices

Reference should be made to the VAT manual available on the WBC website at 

Corporate Finance Documents (wokingham.gov.uk)
https://wsh.wokingham.gov.uk/leadership-management-and-governance/schools-finance/corporate-finance-documents
· Payments for work carried out by individual members of staff must be processed through the correct salary channels and must not be made against an invoice  

· The ?????????? will process invoices on a regular basis, where possible within 30 days of the date of the invoice (unless a query has been raised) taking into account the Late Payments of Commercial Debts (Interest) Act 1998.   

· On receipt of invoices, the ?????????? will, after checking them against the original order and delivery note, enter them on FMS and either raise a cheque against the school’s Imprest Account or raise a requisition slip for central payment by the LEA. 

· The school has at least three authorised signatories for cheques and requisition slips and two of these are required to sign.  In normal circumstances, cheques and slips will be signed by the ??????????.

· The ????????? will obtain the necessary signatures – presenting both the cheque/slip and all relevant paperwork.    

· Copy invoices are not to be paid until exhaustive checks have been made to confirm that payment has not previously been made.  References back to the original order are to be made in every case.  Confirmation that such checks have been made is to be by endorsing the invoice “copy invoice not previously passed for payment” and signing.  Request that any copy invoices from a supplier are faxed and have been certified as a copy of the original.    

· Under no circumstances are payments to be made against statements.

· Copies of school paid invoices attached to copy orders and delivery notes should be kept in the Imprest file in numerical cheque order under monthly headings for information purposes.  Such copies are to be clearly marked as paid, together with cheque details.  Copies of centrally paid invoices attached to copy orders, delivery slips and requisition slips should be kept in the completed orders file.  Both files are held in the School Office.  

· Copies of orders which have been partly invoiced but on which there are outstanding items not yet delivered or charged should be kept in the part completed file in the School Office
· All statements from suppliers should be reconciled against payments and queries satisfactorily resolved 
· Paper copies of cancelled orders (marked accordingly) should be kept in the completed orders file (held in the school office) 
· Cancelled cheques should be marked as such, torn in half and attached to the relevant stub in the cheque book  
TENDERING PROCEDURES
See Appendix A 
PETTY CASH
Claims
· The purchase of goods by staff, direct with a supplier is not encouraged, however. Occasions do arise in cases of small purchases by staff.  Claims for reimbursement must be made using a specific Petty Cash Claim form (refer to Appendix Item……..).

· Petty Cash claims forms are found in ……., and must be completed by the claimant and authorised by the respective budget holder, with the receipt of purchase attached.  Vat receipts should be obtained whenever possible.

· Payments for large amounts of cash should not be encouraged. A recommended maximum is £10.00, over which sum a cheque should be issued.

· It may be necessary to issue petty cash at specific times, thereby avoiding claims being presented personally throughout the day. (The ‘dripping-tap’ scenario)

· Paid claim forms must be filed for record purposes. 

Holdings

· Petty cash must be controlled and held securely by the Bursar or Finance Officer. The maximum sum, which can be held, is governed by the insurance policy and the demands of the school.

· All petty cash movements should be recorded for future reference, generally by month. It is recommended that when cash is issued, the recipient initials beside the respective entry as evidence of receipt. 

Reconciliation

· At the end of each month the individual claims are input into FMS6 or one’s own finance system against the respective budget code. After input the balance shown on the system should agree with that in the petty cash record for the month and cash held. The cash should be counted and balanced to the register at least monthly. 

Reimbursement
· As the balance of the cash reduces it can be topped up by issuing a school cheque, payable to cash, which can then be collected at the local branch of the school’s bank (This may require a special arrangement with the bank).
PROCUREMENT CARD

Schools cannot reclaim VAT for purchases made on personal credit / debit cards.  In recognition of the convenience and the savings that can made particularly through online purchases, schools may apply for a RBS Schools Procurement Card(s).  
Application forms and detailed guidance are available from the Business Services  
Abbreviated notes on processing are attached in Appendix B.
APPENDIX A – Tendering Procedure

All tenders are subject to the Wokingham Borough Council Finance, Procurement and Contract Regulations, which are detailed in Section 12 of the Constitution – available at
Constitution | Wokingham (moderngov.co.uk)
https://wokingham.moderngov.co.uk/ieListMeetings.aspx?CId=299&info=1&MD=Constitution
Further advice and forms are available from the Contracts and Procurements team webpages at 
Section 13 Procurement and Contract Rules and Procedures.pdf (wokingham.gov.uk)


https://wsh.wokingham.gov.uk/sites/schoolshub/files/2024-08/Section%2013%20Procurement%20and%20Contract%20Rules%20and%20Procedures.pdf
Please see the school’s Value for Money (VFM) policy, which sets the limits for verbal and written quotes and sets the guidelines for when tenders should be obtained.  Orders shall not be disaggregated to avoid these limits. 

Wokingham District Council’s contract Standing orders shall apply for all tenders over the limit of £50,000.
Tenders should be obtained for all purchases, which exceed the limits as specified in the VFM Policy.  

Approval of contracts over £?????? (as per the VFM Policy) will only be made after the following procedure has been followed: 

· Invitation to submit tenders will be made by appropriate means, i.e. invitation to tender, advertising etc.  The Tender evaluation criteria and score weighting for each criteria will be advised as part of the Invitation to Tender.

· In certain circumstances the tendering process can be set aside as long as the reasons for doing so have been previously recorded and approved by the governing body e.g. the use of a specialist suppliers for peripheries, where single source suppliers exist or under exceptional circumstances timescales prevents these tender procedures from being followed.

· The specification will include:

· the nature and purpose of the contract including due regard for data protection, freedom of information, performance bonds, insurance, health and safety, audit and termination together with any other relevant information.  Guidance on such issues should be sought from the legal and procurement teams at the LEA where further details can be obtained 

· the last date and time on which tenders can be received, normally not less than fourteen days after the invitation is published.

· All tenders received must be in a plain sealed envelope bearing only the words ‘tender’ and the subject to which the tender refers, addressed to the bursar.   Where tenders are not received in this format the governors’ decision as to whether they can be accepted will be final, the reason shall be recorded.   Tenders will be kept in a safe place, envelopes having been date and time stamped.

· All tenders will be opened at the same time and details of contractor, quotation and any other details recorded at the time of opening.  All envelopes will be retained for a period of 1 year.

· Tenders will be opened and their values shall be recorded in accordance with the following procedures:

· all tenders up to the amount of £?????? to be opened by the headteacher and bursar  

· All tenders exceeding £?????? to be opened by the headteacher, bursar and representative of the governing body 
· All tenders over £50,000 to be opened in the presence of appropriate LA Officers in accordance with the Finance, Procurement and Contract Regulations 
· Tenders received after the closing date and time will not be considered except in exceptional circumstances the reason shall be recorded.

· No contractor will be allowed to amend the tender after the date and time fixed for receipt of tenders.  However, if genuine and obvious errors are found in tenders, contractors will be allowed to withdraw, confirm or amend the tender as appropriate.  All contractors concerned will be given the opportunity to check their tenders in these circumstances.

· Where the Governing Body approves that it is appropriate “Post Tender” negotiations shall be allowed, subject to all contractors being afforded the same revision to contract specification.  

· In accepting any tender, governors will analyse and compare all possible options to make sure value for money is obtained in accordance with the Tender evaluation criteria and score weighting for each criteria.  This might mean accepting a tender, which is not necessarily the lowest.  Where a tender other than the lowest is accepted the reasons for acceptance must be documented and reported to the governing body.     

· Acceptance of any tender will be confirmed to the contractor in writing and no work should be started until this has been done.

· Any contracts awarded will include a paragraph to the effect that any contractor will be prohibited from transferring or assigning directly or indirectly, to any other person or contractor, any portion of the contract without the written permission of the governing body.

· All on-going contracts will be reviewed and re-negotiated at regular intervals.

· Governors and staff should declare their personal interests whether pecuniary or non-pecuniary (to be reviewed annually) in any proposal to call for tenders for supply of goods, materials or services.  Any person with a personal interest must withdraw from any consideration of the matter at a meeting of the governing body or committee.         
APPENDIX B - PROCUREMENT CARD QUICK GUIDE
On FMS6:

1. Set up new “Supplier” – called “RBS Procurement Card” (do not use individual suppliers)

2. Set up separate “Order Book”:

Tools – books – order books – add

Prefix: e.g. PCARD

Start: number different from usual order numbers e.g. 990001

End:  200-500 higher than start number

Payment: normal bank cheque account

3. Set up “dummy” cheque book (if you don’t already have one)

Tools – books – cheque books – add

Bank: normal bank cheque account

Start: choose number you will never reach on your normal cheques e.g. 990001

End: 50 -100 higher than start number

ORDERS

Follow instructions provided in the WBC Procurement Card Guide – do not forget to ask for VAT invoice / receipt, if appropriate, otherwise you will not be able to reclaim VAT

Manually note any deliveries on the paper copy of the order

DO NOT process any invoices received – payment will processed once the monthly statement (Cardholder Transaction Report or CTR) is received

MONTHLY RECONCILIATION

Statement date = 28th of the month so expect shortly after this and check the CTR as soon as poss! NB Reconciliation should be completed within 10 working days

Query any discrepancies with the supplier immediately

Ensure that there is an order on FMS6 for each valid card transaction that you are happy with

Regularly monitor any outstanding orders for which transactions do not appear

Raise an invoice for each order for which you have been correctly charged, numbering them “CTR-date-xxx”

NB Any items under dispute should be clearly marked and the order should remain as outstanding until it is resolved.  A credit value may appear on a subsequent CTR, at which point a photocopy of the original CTR showing the query should now be signed as cleared and attached.

When all the orders have been checked against the CTR, sign the CTR as checked and generate a dummy cheque.

The CTR should then be signed by the Head (or Bursar if he/she did not reconcile it) and filed and retained for a minimum of 7 years, together with copies of any past CTRs for cleared disputed items, VAT invoices, delivery notes and VISA receipts

Claim back the monthly statement value via your monthly Imprest Claim


