	REGISTER OF CERTIFYING OFFICERS

	
Approved by Chair of Governors: 
	
School: …………………………………………

Cost Centre: ………………..……………...….

Date: ………………………….…………………


	
(signature)………………………………..…………

(name)……………………………………………… 
	

	
	
Authorised Financial Limits 
(state the limit; if not applicable, put a line through the cell)

	Surname
	Initials
	Signature
	Position held
	
Invoices
£
	
Cheques 
£
	
BACs
£
	
Journals
£
	Purchase Order
£
	
Payroll                          £
	
Imprest
£

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 



PLEASE READ THE NOTES FOR COMPLETION ON PAGE 2
Guidance notes for completing 
Register of Certifying Officers (RCO) form

This form is required to record each officer who has authorisation to sign for and commit the school. 
The responsibility for maintaining up-to-date records lies with the Headteacher.
Any change in personnel or financial limits MUST be notified to the Schools Finance Helpdesk as soon as possible after the change takes effect. 

Authorised Financial Limits
The limit is the highest amount that can be authorised by that person, and it must be stated in full. 
Please enter the amount in the appropriate boxes where the officer has authorisation and put a line through all the boxes where the officer has NO authorisation. For example: 
	
	
	
	
	Authorised Financial Limits 

	Surname
	Initials
	Signature
	Position held
	
Invoices                 £
	Cheques & BACs          
£
	
Journals               £
	Purchase
Orders                       £
	
Payroll                          £

	Smith
	AA
	[signature]
	Deputy Headteacher
	£5,000
	£5,000
	£2,000
	-----
	-----


This example shows that the named certifying officer can authorise/sign off invoices, cheques or BACS up to £5,000 and journals up to £2,000; these are financial limits for this person. There is a line through the other boxes to indicate that the person cannot approve purchase orders or payroll.

Any unused lines should be crossed through before the RCO is approved

The Headteacher’s limit must be sufficiently high to manage all day to day running of the school. The Chair of Governors should sign off the RCO as indicated but should NOT be a Certifying Officer.
In cases where an invoice presented for Central Payment exceeds the Headteacher’s authorisation limit, in addition to the Headteacher’s signature, it is also necessary to provide a copy of the signed notes from the Governors’ meeting explicitly authorising this expenditure. 
Further guidance, and a copy of this form can be found on the Schools Finance website https://wsh.wokingham.gov.uk/leadership/finance/forms/certified-officers/


Once completed, please email the form to the Schools Finance Helpdesk:   SchoolsFinanceHelpdesk@wokingham.gov.uk 
Private: Information that contains a small amount of sensitive data which is essential to communicate with an individual but doesn’t require to be sent via secure methods.

Private: Information that contains a small amount of sensitive data which is essential to communicate with an individual but doesn’t require to be sent via secure methods.

2Private: Information that contains a small amount of sensitive data which is essential to communicate with an individual but doesn’t require to be sent via secure methods.


