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Protocol for Financial Management

This policy sets out the financial systems and processes used by the practice and for the prevention of fraud and financial misconduct.


The responsibilities of the Partners:

· To approve the financial budget annually.
· To approve the signatories to the practice bank accounts and electronic transfers.
· To approve exceptional items of expenditure.{ insert amount as appropriate}
· To review the periodic financial report from the practice manager to include budget and cash flow variations.
· To approve the annual accounts and re-appoint the accountant for the next financial year.
· To confirm the annual pay rise to staff if appropriate.

The role of the Practice Manager:

· To advise the partners on their financial responsibilities.
· To advise on the financial implications of the practice’s strategic plans.
· To understand the accounting procedures and financial controls to ensure the financial probity of the practice.
· To ensure that the accounts are properly prepared using {insert the name of the software package}.
· To provide the accountants with the information they require at the year end to enable the preparation of the annual accounts.
· To oversee the running of payroll, pensions, tax, national insurance and VAT ensuring that all payments are made in a timely manner.
· To oversee the submission of GP pension submissions to the PCSE in conjunction with the accountant as necessary.
· To monitor all areas of income and expenditure.

Practice Bank Accounts:

The practice’s bankers are {insert name of current bankers}. The practice holds the following accounts:

Sorting Code number XXXXXX
Current account number XXXXXX
Interest bearing account number XXXXX
Loan account number XXXXX

These arrangements are subject to periodic review to ensure the most cost-effective arrangement in terms of interest rate and service charges. Any changes should be approved by the partners.

The practice uses {insert the name of the system} for in house or online payment of debtors.

Bank Account signatories:

· The current signatories to the account are detailed in the mandate dated {insert date of last mandate}. Any changes to this mandate must be agreed by the partners.
· Payments in excess of £XXX require two/ three signatories {amend as appropriate}
· Signatories should ensure that all payments made by cheque have been authorised by the appropriate paperwork.
· In normal circumstances an individual should not be both payee and signatory.
· Cheques should be filled in completely before signature (payee, amount in words and figures, and date).
· Extreme care should be exercised with requests for funds via e-mail or fax.

Payments by electronic transfer: 

The practice uses the {insert name of banks electronic transfer system}. Payments are authorised by a combination of authorised user; card and electronically generated code. It is good practice to ensure that two people (including a partner) authorise electronic payments.

The authorised users for the system are as follows:

	Authorised user name
	Authorised limit (may be different for creditors, payroll, tax etc.).

	
	

	
	



Passwords should be changed periodically {insert frequency} and never shared with others.


The payment process is as follows: {Amend as appropriate}

· The creditor, payroll or other payment list is prepared in the normal way.
· This is approved in accordance with practice procedures and signed off by the appropriate partner.
· The data is input into the electronic system and processed either by both partner and Practice Manager (or financial manager) or delegated to the Practice Manager or Financial Manager.
· Copies of the transaction are either downloaded or a paper copy kept with associated invoices, payroll documents etc.
· Following processing, the respective entries are made in the accounting software.
· During the bank statement reconciliation process reference should be made to the transaction details for accounting purposes.
· The designated financial partner will access the bank account on a random basis to examine BACS transactions made and pending.

Bank Statements:

· The bank statements will be reconciled monthly by {Insert person}.
· The designated Financial partner will review the bank statements {insert frequency}
· Interest and service charges should be reviewed quarterly by {insert person}


Petty Cash:

· The practice will maintain a petty cash flow of £XXX {insert amount}.
· Petty cash will be the responsibility of XXXX {insert role}
· All payments must be supported by a receipt.
· The practice will use a book/ spreadsheet to record petty cash transactions. All receipts will be numbered for cross reference and audit purposes.
· Loans from the petty cash float for either partners or staff is prohibited.
· No element of salary, partner drawings or casual worker salary shall be paid from petty cash.
· The petty cash will be reconciled {insert frequency} by {insert role}.

Debit- credit cards:

Debit or credit cards are a useful way to purchase sundry goods especially online. These should be used in the following way:

· Cards should only be used to purchase designated items and within the limits agreed.
· Receipts should be provided for all items purchased.
· The statement should be submitted to {insert name} on a monthly basis along with receipts for reconciliation purposes.
· Pin numbers should be changed periodically.
· The card should be returned to the practice in the event of resignation or dismissal of the card holder.



Payroll:

The practice is required to operate a PAYE system and make annual returns to HMRC and NHS pensions.

The practice uses {insert name of software package} or subcontracts this to a payroll bureau. Whichever system is used the practice is responsible for the following:

· All new employees, whether full or part time must provide a P45 or New Starter Checklist.
· All payments are made by bank transfer on the {insert date of month}, of each month, or the nearest working day.
· Staff are paid monthly in arrears.
· Hourly paid staff will submit a timesheet, showing hours worked, which must be authorised by the department manager and submitted by the {insert date of the month}.
· Contracted staff will submit an overtime timesheet in line with the practice protocol and signed by the team leader for accuracy.
· Staff not submitting a timesheet by this date will not be paid in the following month.
· Employees will be issued with a payslip monthly {or provided access to an online system if applicable}
· Expenses and mileage claims should be submitted in accordance with the practice protocol.
· The practice will issue P45 or P60’s as appropriate.
· The practice will communicate with the Tax office as appropriate.
· Make the correct deductions for tax, national insurance, pension deductions, student loan deductions, court orders or attachment of earnings orders.
· All deductions should be paid to the correct authorities and the necessary returns made.
· Administering the statutory sick pay and maternity pay schemes along with any additional related benefits provided by the practice.
· Administer any childcare voucher or cycle to work scheme {Insert similar schemes}.
· Ensuring NHS pensions are updated as and when a member of staff joins or leaves as well as the annual return.
· Advances against payroll are not permitted.

Income reconciliation:

Income is received from a variety of sources including NHS England: the CCG: The Local Authority: Health Education England etc.

Income should be reconciled on a {insert frequency} basis by {insert role} and any outstanding income chased appropriately. Any significant sum should be advised to the partners. 

Invoices for non-NHS work (Medicals, insurance reports, HGV reports etc.) should be invoiced and recorded in the sales ledger. Payment should be monitored.

All income should be paid into the bank account on a {insert frequency} 


VAT:

If the practice is registered for VAT, accurate records should be maintained to enable periodic returns to be submitted to the HMRC on time. Payments to the HMRC should be made on time paid by electronic transfer as detailed above.


Accounting records:

The practice will ensure that proper accounting records are kept. The practice uses the     {insert name of accounting software}. This will be reconciled on a regular basis in conjunction with the accountant’s requirements.

Trial balances and supporting documentation will be provided to the accountant at the financial year end to enable the production of annual accounts.


Annual budget and cash flow 

The practice financial year end is {insert date}. A twelve-month income and expenditure budget will be prepared for approval in {insert date} for the following financial year. The approved budget will be used to construct a cash flow forecast which will be updated           {insert frequency}.  


Financial Monitoring:

 The Practice Manager- Finance manager will prepare a monthly report of income and expenditure within two weeks of the month end. This should also include bank balances and any significant cash flow issues.

Payment of Partners Tax

In accordance with the partnership agreement dated {insert date} the partners will pay their own tax/ the partnership will pay the tax {delete which is not appropriate} 

Partnership tax should be paid on the appropriate date and accurate records should be maintained. Where the practice pays the tax adequate cash flow should be maintained to enable this as a priority over additional drawings.


Ordering of supplies and services:

The following personnel have responsibility for ordering practice supplies and services:

	Name
	Responsibility
	Financial limit £

	
	Drugs, vaccines, medical supplies.
	

	
	Stationery including printer consumables. 
	

	
	Gas and electricity supplies
	

	
	Maintenance contracts
	

	
	Cleaning supplies and consumables
	

	
	Consumables- tea, coffee, food for meetings etc.
	


 
· Where appropriate a purchase order number should be obtained from {insert name of person}.

· All direct debits, standing orders and finance agreements should be authorised by the partners prior to signing.

· A stock check should be undertaken {insert frequency} any discrepancies reported to the partners.



Purchase Ledger and payment authorisation: 

Incoming invoices should be checked for accuracy and recorded on the purchase ledger as soon as possible. Checked invoices must be authorised for payment by {insert name} and payment made within {insert time- normally 30 days} 


NB- flu vaccines normally allow 90 days credit.

Primary Care Networks: {delete if not applicable)

The practice is the nominated account holder for the funds of the Primary Care Network {Insert name of PCN}. If there is a separate financial policy for the PCN refer to this document. If not, you may wish to summarise the arrangements as below amending as appropriate.

The financial period will be from {insert date of financial period}

The accounting software used is {insert details of software} or a manual cashbook spreadsheet is maintained.

Funds will be maintained in a separate bank account held at {insert name of bank}. The signing arrangements on this account will be as follows:

{Insert signing arrangements}

Payments will be made {insert payment frequency, invoice process, and who can authorise payments}

Purchases, contracts and staff appointments {insert details of who can authorise payments, sign contracts or appoint staff and detail authorisation levels as appropriate}

The accounts or spreadsheet will be reconciled on a {insert frequency} basis and provided to the PCN Board.

 Annual accounts will be produced on a {insert frequency} basis and provided to the member practices.

Approval of the Financial Accounts:

The partners and Practice Manager will meet with the accountant annually to review and approve the financial accounts. This meeting will include:

· Benchmarking of the accounts by the accountant to highlight any areas where the practice is out of line with the average practice and suggest areas for improvement.
· To authorise payment of any special dividends.
· To review the tax and pension calculations for payment.
· To approve any provisions for premises renovation, staff recruitment etc. for the forthcoming year.
· To review partners drawings for the forthcoming year.
*DELETE as required - This protocol can be adapted to suit the individual practice requirements.  Kernow Health does not accept responsibility for the use of the protocol and related decisions or actions by practices relating to this protocol*
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