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Catholic Diocese of Portsmouth
Finance Team
Information Sheet
Submitting an Invoice for Payment (No: 0008)

Introduction
This information sheet provides the steps necessary to Submitting an Invoice for Payment in accordance with diocesan processes. If you need further information, you can contact Keith Harvey on 0234 216465 or at kharvey@portsmouthdiocese.org.uk

Important Note
1. Receipt of Invoice from supplier							
2. All invoices must be submitted to finance by the supplier (purchaseledger@portsmouthdiocese.org.uk). 					
3. If supplier sends the invoice to staff or clergy, then forward it to finance immediately for logging and processing before approval.			
4. Once finance have logged an invoice they will send it to the relevant staff or clergy for approval.

Process							
1. Approving payment of an invoice.						

2. Authority for a payment of an invoice is evidenced by emailing the  finance department confirming approval.	
3. Table showing approval structure				

		
4. When approving the invoice, the approver must provide the budget code that they would like the cost to be applied to.						
5. To reduce the risk of fraud only valid invoices or signed contracts will be processed for payment. Proforma invoices will not be paid and simple emails requesting payment will not be paid. 'Please refer to the Information Sheet "PD tax processing notes What is an Invoice" to determine the validity of the invoice						
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										Yellow boxes refer to separate processes







Del of Income Auth form (2)

				Delegation of Income Authority Form

		Introduction

				Ony nominated approvers will be able to authorise income.

				Nominated individuals receive their authority via the completion of a Income Signatory Form.

				Heads of Vicariate will nominate approvers for each programme.

				Each approver will be allocated authority over a single programme, if they are to have authority to approve incme over two programmes then a separate form must be completed for each.

				Heads of Vicariate will set limits for each nominated approver at a level up to £2,000.

				See Income Policy (Curia) for approval of incmoe in excess of £2,000.

		Process		A Delegation of Income Authority Form, should be competed for each programme.

				Diocesan management accoutnant will complete the forms with the heads of vicariate.

				If head of vicariate desires a change to the set approvals contact diocesan management accountant to inform of changes.
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Del of Expenditure Auth form

				Delegation of Expenditure Authority Form

		Introduction

				Ony nominated approvers will be able to authorise expenditure.

				Nominated individuals receive their authority via the completion of a Expenditure Signatory Form.

				Heads of Vicariate will nominate approvers for each programme.

				Each approver will be allocated authority over a single programme, if they are to have authority to approve expenditure over two programmes then a separate form must be completed for each.

				Heads of Vicariate will set limits for each nominated approver at a level up to £2,000.

				See Expenditure Policy (Curia) for approval of incmoe in excess of £2,000.

		Process		A Delegation of Expenditure Authority Form, should be competed for each programme.

				Diocesan management accoutnant will complete the forms with the heads of vicariate.

				If head of vicariate desires a change to the set approvals contact diocesan management accountant to inform of changes.
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Requesting a Purchase Order

						REQUESTING a PURCHASE ORDER												REQUESTING a PURCHASE ORDER

																		Purchase Orders are required for Expenditure of £10,000 or more

		Introduction

						Purchase Orders are formal orders for goods and services issued by the diocese.												The Purchase Order Number on a Purchase Order is Unique to a purchase

						Purchase Order Forms should be presented to the supplier when placing an order.

						Purchase Orders are required for all Expenditure of £10,000 or more.												Additionally,

						Each Purchase Order Form contains a purchase order number, this number is unique to each purchase.												A Supplier may require a Purchase Order Number in order to supply the Diocese 

						Suppliers must record the Purchase Order number on all invoices submitted for payment.												Complete the Purchase Requisition Form.

						If a purchase invoice in excess of £10,000 is submitted for payment without a purchase order it will not be paid.												Once Approved Send to Finance

																		Finance to Release PO to Supplier, copy to Dept Manager

		To Obtain a Purchase Order Form

																				Employee / Administrator				Dept Manager				Heads of Vicariate				Finance				Supplier				COO / FD



		1)				Complete the required supplier selection process.

						See Supplier Selection Process Procedure document														Identify Need / Request Initial Approval



		2)				Complete a Purchase Order Request Form

						See guidance on completing the Purchase Order Request Form.														Prepare the Purchase Requisition



		3)				Obtain Approval for the Purchase Order to be issued.

																				Confirm Product / Service / Price / Qty

				a)		Purchase Orders for budgeted costs can be authorised by :



						Transaction/ Contract Value														Initiate Tender Activity if Required >£10,000		Tender																						Tender Process



						£10,000-£50,000		Clergy or staff member with delegated Authority and then respective Head of Vicariate or COO


						In excess of £50,000		Board of Trustees
												Require a Purchase Order?		Yes



				b)		Authority for a purchase order is evidenced by emailing the Purchase Order Request Form to the clergy or staff members with authority to approve it and request that they forward it to the finance department confirming their approval.
 
When multiple levels of approval are required then first approver should email the documents to the second approver, before the second approver send it on to finance. Each approver should confirm their approval in their email so that the email trail evidences all the required approvals.														No

																										

																												Create Purchase Order

				c)		Evidence that the required supplier selection process has been completed must be attached to the email with the Purchase Order Request Form.



																				Over £2,000? Obtain 3 Quotes						Approve Purchase Requisition, Two Approvers and Coo or FD £10,000 to £50,000, Add Board of Trustee's when over £50.000. email purchaseledger@portsmouthdiocese.org.uk								Log Purchase Requisition. Review / Check / Send Purchase Order to Supplier				Confirm PO, Source Product and Deliver

		4)				Purchase Orders will be generated by the finance department and returned to the requestor within three working days of submission of an approved Purchase Order Request form.



																				Place Order for Best Value supply
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Purchase Order Request

		Completing the Purchase Order Request Form



		Introduction

				This form must be completed to request a Purchase Order.



		Prior to completing this form requester must have read:

				 - Information Sheet - Requesting a PO

				 - Curia Expenditure Policy

				 - Supplier Selection Procedure



		Process

				Please send completed form to purchaseledger@portsmouthdiocese.org.uk

				Evidence that the required supplier selection process has been completed must be attached to the email with the Purchase Order Request Form.

				Purchase Orders will be generated by the finance department and returned to the requestor within three working days of submission of an approved Purchase Order Request form.





																								Budget Code for expenditre item.









																								Product you are Purchasing





																								Price of the Product





																								Supplier Name

																								Supplier Address











																								Delivery Charge





																								When do you want the delivery

																								Where do you want the Delivery
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Submit  Invoice For Pymt

				Submitting an Invoice for Payment

		Introduction

				All Invoices Require Approval before Payment can be made

		Receipt of Invoice from supplier

				All invoices must be submitted to finance by the supplier (purchaseledger@portsmouthdiocese.org.uk). 

				If supplier sends the invoice to staff or clergy, then forward it to finance immediately for logging and processing before approval.

				Once finance have logged an invoice they will send it to the relevant staff or clergy for approval.

		Approving payment of an invoice.



				Authority for a payment of an invoice is evidenced by emailing the  finance department confirming approval.





				Transaction/Contract Value		Approver for Payment of invoice

				£0-£2,000		Budget Holder or person with delegated authority

				In excess of £10,000		Budget holder



				When approving the invoice, the approver must provide the budget code that they would like the cost to be applied to.

				To reduce the risk of fraud only valid invoices or signed contracts will be processed for payment. Proforma invoices will not be paid and simple emails requesting payment will not be paid. 'Please refer to the document  "PD tax processing notes What is an Invoice" to determine the validity of the invoice















				All Invoices Require Approval before Payment can be made																Supplier



				Can the Dept Manager or Delegated Approver please sign if in agreement with the Invoice and send to Finance.																Send Invoice



				Administrator				Dept Manager / Delegated Approver								Finance



								Copy Invoice





																Log Invoice, Send copy to Dept Manager for Approval













				Invoice Received from Supplier				Invoice Received From Finance or supplier												Supplier to Advise







								Are Price and Quantity Correct		NO		Advise Finance of Agreed and correct price				Return to Supplier for correction				Supplier to Advise, or Credit accordingly



								Yes



								Have Goods or Service been Received		NO		Advise Finance Goods / Service not Received				Advise Supplier, Confirm Delivery Date. Feedback to Dept Manager



								Yes



								Approve and CODE Invoice and Return to Finance								Process Approved Invoice, Ready for Payment
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Expenses

				Expense Claims

		Introduction

				Expenses will be paid in with staff members pay in their monely payroll payment.



				Travel and expenses must be wholly and exclusively for Business Purposes.



				Expenses must be submitted within three months of incurring costs or payment will be declined.



				All receipts must be kept and submitted with expenses claims.



		Process

				Prior to incurring costs staff members must ensure they have approval for expenditure.



				Staff members must complete the Excel based expenses form to recover costs incurred.



				For each transaction entered onto the expenses claim for the following details must be recorded;

						Date Incurred

						Reason for Business Trip

						Milage Details (where relevant)

						Coding (if not pre-defined)



				Scaned receipts must be submitted with the Expenses Claim.



				Claim form must be submitted to Budget Holder for Approval



				Budget holder must approve and submit Expense Form to Payroll@protsmouthdiocese.org.uk by 14th of eqach month for expense to be paid in the next payroll.
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Deadlines

				Deadlines

				Purchase Invoice Approval		To Finance by 1pm every Monday

				Payment Runs		Thursday

						In Supplier Bank Account following Tuesday

				Expenses		Approved claim to Payroll (all Coded) by Payroll cut-off, typically 15th of month

				Sales Invoices		Subject to periodic peaks in workload.

						48 hours to produce an invoice.

				Credit Card Returns		Cardholder to complete return by 5th of the month and send for approval

						Approved Returns submitted to Finance by 7th of the Month





Sales Invoice Request

						Sales Invoice Request Form

		Introduction

						This form is to request the generation of an Invoice to be issued to a Customer, Funding body, etc



		Process				Complete the Sales Invoice Request Form 

						This form must capture all information that would appear on an invoice.



						Select invoicing department from drop down menu.

						Name of Responsible individual.

						Funder Name (to appear on invoice)

						Funder Purchase Order Number. Note: Many funders will not pay the Invoice if no PO number is quoted.

						Funder Invoice Address

						Invoice Date

						Details of recurrent invoice (if applicable) - Recurrant invoices will be issued automtically.

						Budget Code (where the income will be reocrded)

						Method of communicating with funder - Note: prefrance is via email to save postage costs.

						Description. This should include sufficient information that someone unfamiliar with the transaction can gain an understanding. If invoice is for a quanity of an item or relates to a time period these should be reocrded on the invoice.

						Value of Invoice.

						Confirm supporting documentation attached to the invoice request email.

						Please send completed form to accounts@portsmouthdiocese.org.uk who will send to the customer after generation.



						Authority for a sales invoices is evidenced by emailing the sales invoice request forn to the clergy or staff members with authority to approve it and request that they forward it to the finance department confirming their approval.
 
When multiple levels of approval are required then first approver should email the documents to the second approver, before the second approver send it on to finance. Each approver should confirm their approval in their email so that the email trail evidences all the required approvals.

		Sales Invoices for Restricted Income 



						If income is restricted complete the Restricted Income Tab on the Sales invoices requet form.

						See Restrixced Income Information Sheet.
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Bulk Invoice Request

						Sales Invoice Bulk Invoice Request Form

		Introduction

						Where the diocese must issue a large number of invoices please contact the finance team to determine the needs of the department and how best these invoices can be issued to meet these needs.









Restricted Income Approval

						Restricted Income Approval

		Introduction

						When income is received that is specified for a certain purpose then it is restricted income.

						Under Charity Law, if money is not spent as the donor has specified then it must be returned to the donor.

						By completing the Restricted Income Tab on the Sales Invoice Request Form sufficient information will be collected to allow the diocese to satisfy the grants requirements.



		Process

						In addition to complting the Sales Invoice Request form the Restricted Income Tab should also be completed before being sent for approval. 
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Complete a Credit Card Return

				Completing a credit card return

		Introduction

				Before using a credit card all users must have read the credit card policy and signed the Credit Card Acceptance Form.



				Credit card holders must ensure that credit card details are known by them only and the card is securly stored.

				If credit card details are revealed to anyone apart from user named on credit card inform finance iediately for card to be cancelled and reissued.



				Credit Card Purchases must be wholly and exclusively for Business Purposes.



				Never withdraw cash using the company credit card.

		Process

				Identify Fraudulent Transacitons

				Review Monthly credit card statement.

				If there is unrecognised transactions credit card holder must contact the finance team imediately to intiate the dispute process and block the card.



				Monthly Credit Card return



				Complete the Credit card log for all transactions

				For each transaction record:

						Transaction date

						Description of Purchase

						Supplier Name

						Budget Codesto which the cost should be applied

						Amount



				Unrecognised transactions - mark as "in Dispute" and include date reported.



				Attach / Scan Invoices, Receipts (numbered) to the Credit Card Log.



				Submit credit card log to your Budget Holder for approval by 5th of month

				Budget holder must email Credit Card Log to accounts@protsmouthdiocese.org.uk by 7th of the month, confirming their approval in the body of the email.



				Failure to submit return or keep receipts will result in credit card afcility being removed.







Receipt of Income

						Other Income Notification Form

		Introduction

						•Staff and clergy within the curia will receive ad hoc donations or small payments for services such as tribunal or marriage and family life. 

						•These payments should be sent to the diocesan finance team or banked into the local Lloyds branch into the diocese general account (sort code; 30-93-04, Account Number 00865746). 

						•When payments of this form are made the Donations and Other Income form should be completed and submitted to the finance team on the date the payment is made. 



		Process

						Complete the Other Income Notification Form

						Confirm the Destination Programme for this income, e.g.

								Tribunal

								Marriage

								Family Life

								Donations

								Legacy

								Other : Advise Budget Code

						Submit other income notification form to accounts@protsmouthdiocese.org.uk 





Forms

				Purchase Order Request from

				Credit Card Log - Curia

				Department Signatory Form (Delegation of Authority)

				Delegation of Income Authority Form

				Sales Invoice Request Form

				Restricted Income Approval Form

				Invoice Request form

				Bulk Invoice Request

				Other Income Notification

				Supplier Selection Form

				Supplier Disclosure of Interest from

				Credit Card Requisition





Delegated Authority Form

				Delegated Authority Form - Income and Expenditure

		Finance Person		Finance				Heads of Vicariate				Dept Manager				COO / FD



		Sam/Keith/Clare		Issue Form				Assign Approvers and Sign				Sign Document 				Approve completed form





				Log / Scan / File





Expenditure

		Please refer to Word Document : PD Tax processing notes What is an Invoice. Page 3														EXPENDITURE PROCESS

		Finance Person						Employee / Administrator				Dept Manager				Heads of Vicariate				Finance				Supplier				COO / FD





				Determine Purchase Process ref Authority limits				Identify Need / Request Initial Approval





								Prepare the Purchase Requisition





								Confirm Product / Service / Price / Qty





								Initiate Tender Activity if Required >£10,000		Tender																						Tender Process





								Require a Purchase Order?		Yes



								No

														

								Over £2,000? Obtain 3 Quotes						Create Purchase Order





		Sam/Keith/Clare						Place Order for Best Value supply				Approve Purchase Requisition, Two Approvers and Coo or FD £10,000 to £50,000, Add Board of Trustee's when over £50.000. email purchaseledger@portsmouthdiocese.org.uk								Log Purchase Requisition. Review / Check / Send Purchase Order to Supplier				Confirm PO, Source Product and Deliver



								Goods / Service Received

																		Receiving / Logging Invoice



		Sam/Keith/Clare						Confirm Goods / Services as Ordered. Send Goods Received Note to Finance. Approve Invoice												Log Receipt against Purchase Requisition / Process invoice if under £10,000 and no PO		No PO, under £10,000 and approved





		Shelley																Invoice for Approval		Invoice to Approver for Authorisation. Once Approved Process Invoice				Create and Send Invoice to Finance

																				Approved Invoice



																		Spend Approval Follow-up		Match Invoice to Purchase Requisition and Receipt.

																				Match

												Invoice Processed

																		Yes		Good Match

																				No

		Shelley						Purchase Order / Invoice Query												Match incorrect



		Shelley						Confirm / Accept / Reject accuracy of Invoice. 												Query Price and Quantity with Purchaser



		Shelley						Rejected Invoice to Finance for Correction						No		Purchase Order = Quotes. Supplier to correct invoice				Request Changes to Invoice from Supplier				Cancel invoice / Issue Credit Note / Confirm Purchase Instruction at Invoiced Price.

										YES

																		Invoice Approval extra										ask po

																												approve invoice



																		Processing Invoice / Payment

																												no grn

		Shelley / Clare						Accepted Price Change requires Approval						Supplier Invoice is Accurate. Correct PO and re-approve						Process Invoice Once Requisition re-approved				Invoice Payment / Receive Payment

																				Purchase Requisitions will be filed by PO Number in the Folder PO File

																				Invoice and Final approval docs will be attached to the business system record and Filed in Dynshare: Purchase Ledger Approved and Entered invoices with a suffix of GP Document number





Spend Approval Follow-up

				SPEND APPROVAL FOLLOW-UP

		Finance Person		Employee / Administrator		Dept Manager		Heads of Vicariate				Finance				Supplier		COO / FD



		Shelley, 										Invoice Received Not Quoting a PO number, > £10000



		Shelley,										Return Invoice to Supplier, requesting the Invoice be re-submitted quoting Purchase Order



		Shelley										Send Copy Internally to Department Head to initiate Purchase Requisition



												Expenditure Policy
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Supplier Change of Bank Account

				SUPPLIER CHANGES OF BANK ACCOUNT

				Currently Technology world-wide enables the Fraudulent submission of Invoices and Bank Account details to be Inherently Pheasible.

				The Diocese Policy, therefore is to create the Supplier following completion of the 

						NEW supplier form PD Dec 2020										First Invoice				headed paper + FD sign						Printed

				On Creation The Finance Team will confirm Bank Account and Contact Details.

				Changes to Bank Account details

				Will only occur

						1. Following a Change Request

						2. Confirmation with the Supplier using existing contact details

								NB. Include / Exclude GDPR Content?

				First Invoice - Use Bank account details on invoice or Confirm on signed Letterhead (by FD)





Business System Ledger Close

				BUSINESS SYSTEM LEDGER CLOSE

				Financial Periods can be closed individually.

				Tools/Setup/company/Financial Periods

				Close Purchase Ledger Day 1 of nest period

				Close Sales Ledger after bank recs complete

				There's no cashbook on Great Plains.

				General Ledger Close following the final journals for the month (mgmt accounts).
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Credit Card Process

								CREDIT CARD PROCESS

		Finance Person						Employee / Administrator				Dept Manager				Heads of Vicariate				Finance				Supplier				COO / FD



				Request a Credit Card 								Confirm Potential Card Holders have Delegated Authority to approve expenditure





												Contact Finance as per Delegated Authority Form



		MVW										Credit Card Request for Card Holder Completed								Approval of Request



		CS						Receive Card, Complete Acceptance Form												Request Card from Bank



				Credit Card Spend



								Identify Need / Request Initial Approval



								Determine Normal Purchasing Process not Suitable



		Heather / Mark						Is Value of Purchase > £200?		YES		Ensure Form is Complete, Approve and forward for additional Approval								COO / FD to Review and Approve.

								No



								Complete Requisition Form and Submit for Approval				Approve Credit Card Expenditure



								Purchase using Credit card as per approved Requisition Form



		Heather						Complete Monthly return (by 7th of following month)				Cardholder to approve monthly return, ensuring Invoices and Receipts attached.								Monthly return reviewed and approved by COO



		Clare																		Input Credit Card detail to Business System
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Invoice Payment

		Finance Person						INVOICE PAYMENT



		Shelley, Brenda, 						Approved Invoices are Input to the Business system										With Weekly Payment runs we should be able to avoid one off payments.



																		One off payments will follow the same process outside of the weekly timescale.

		Clare						A Payment run is created. Invoices to be Paid are reviewed by the FC / BL / FD						Rejected Invoices are removed from the Payment Run





								Edit list to Keith / Belinda. Bank account check all invoices over £5,000 and 10% sample. Review Smartlist for Bank Account Changes.



		Clare						Payment run Loaded to Bank





		Keith, Belinda, Mark, Heather						Approver 1 approves Payment run





		Mark, Heather						Approver 2 approves Payment run





								PARISH BACS Approvals				Parish's have the ability to enter and Pay Invoices locally, with Large Payment requiring additional approval.

												Some Parish do not have a Lloyds bank approver.

								Parish emails BACSapproval@poortsmouthdiocese.org.uk advising Payment is ready for approval along with a copy of the approved invoice, which includes bank account details.				For these approvals, a Diocese Approver is required.





								Approver confirms invoice and Bank account details.





								Approve Payment







		Payment run Sign-off. Completed, saved to network and emailed at each stage of the process.

		Company - CASO, PRF, Curia, Schools		Payment run ref		Bank Account Check		Date		Value Date		Payment Run Created		Payment Run Approved		Payment run on Bank		Approved 1		Approved 2

		Curia		Weekly		KBH/BL 15/02/2021		2/15/21		2/18/21		CS £10,000		KBH £10,000		CS £10,000		KBH 15/02/2021		MVW 15/02/2021
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Payment Timelines























































&Z&F		


Payment Process Change

• Currently there are weekly payment runs, but for different Companies each week Curia, PRF, Schools

• Payment runs will occur weekly for all companies, timelines as follows.

• Monday 1pm, cut off for receipt of approved Invoice’s
• Tuesday & Wednesday, All invoices Schools, PRF, Curia will be processed to the business system.
• Thursday, Payment run will be generated and signed off.
• Thursday 1pm Parish BACS Payments, Needing Approval submitted to Lloyds Bank (Dated Tuesday)
• Friday, All Payments will be approved at the Diocese Bank.



Tender Process

		TENDER PROCESS For expenditure of £10,000 or greater, before contracts are agreed.

		Finance Person				Employee / Administrator				Dept Manager				Heads of Vicariate				Finance				Supplier				COO / FD



										Identify Need / Request Initial Approval



										Select Ternder Panel.				Consider Close Relationships and Disclose to the Tender Panel Chair.



										Identify Potential Suppliers

														Suggested Structure to Tender Documentation

										Prepare Tender Documentation				Introduction to Portsmouth Diocese

														Current situation

														Scope of Tender

										Submit Tender documentation to suppliers				Contract Details - Length of contract, Annual review, Applicable regulations

														Annual Price Review

														Timetable

										Review Tender Documentation and Shortlisting. Obtain references / Site visit.				Submission Process & Guidance on Submission Format and Structure

														Include Supplier Disclosure of Interest.



										Presentation				Get to Know your suppliers. The Lowest price may not be the best.





										Complete Supplier Selection Form.



														Suggested structure for report

										Post Tender Review & Recommendation to the Board of Trustee's (report)				Suppliers invited to Tender / Responded.

														Analysis of Tenders

														Recommendation

										Board Approval





										Award Contract



										Complete Supplier Creation Request
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Supplier selection Form

				Appendix 2 - Supplier selection form - Worked Example



				Form completed by:		John Smith

				Job role/title		Assistant



				Item to be purchased		Gardening Services - Annual contract





								Supplier 1				Supplier 2				Supplier 3

				Supplier name				JSW  Services                                        BTM Services                            HCT Services				BTM Services				HCT Services



				Selection criteria 1

				Hours per week of work
committed to                                                                                                    55				55				10				100



				Selection criteria 2

				Artistic vision for the gardens				Plant lots of Rowans Trees and related bushes				Replace gardens with rock gardens. Little effort then needed (weeding
only)				Convert part of gardens specifically for patients confined to beds to be able be outside and enjoy from
bed.



				Selection criteria 3

				References				Taro Leisure Centre - New play garden installed, but have had trouble getting them to come back and
finish the   last bits				None provided				QA - Work delivered consistently Martlets Portsmouth Diocese -
Creativity of HCT improved
Portsmouth Diocese experience



				Selection criteria 4

				None





				Price

				Excluding VAT				17500				3700				20000

				VAT				1000				740				4000

				Total				18500				4440				24000



				Work delivered for the Portsmouth Diocese previously

				Details of previous work				Installed Fish ponds for the Portsmouth Diocese				None				None

				Feed back on delivery of previous contracts.				Delivered on budget to a high quality finish.



				Close relationship between Portsmouth Diocese/Portsmouth Diocese staff and Supplier

				Close relationship				Yes				No				No

				Details of Close relationship				Owned by Director of Medicine's brother



				Notes - Use this section to document procedures in place to ensure value for money if multi year proposal or if a close relationship exists.

						We believe that we would be able to contract with JSW in spite of the close relationship. It is felt that as the director of Medicine is not involved in the purchasing decision and none of the staff involved in the tendering process report to the director of Medicine that this relationship will not affect the decision. Also it is not felt that a third party would think the director of medicine close enough to the purchasing decision to make them think they had been influenced.











				Supplier selected:		HCT Services



				Concluding comments		HCT services appear to be creative so would bring value to the Portsmouth Diocese patients. Also
references show they deliver work to a high standard.







Income

		Income

		Finance Person						Employee / Administrator				Dept Manager				Heads of Vicariate				COO / FD				Finance

		Budgeted Income  - Unrestricted



								Notification of Income Received



								Is the Income Ad-hoc Donations and Small payments		Yes		Complete the Other Income Notification Form

								NO



		Clare										Approve Form												Finance to bank and Process Payment





								Complete Sales Invoice Request Form																Finance to Create Invoice

								The Form allows for different levels of income and approval



		Restricted Income - Income that requires Expenditure to be incurred in order to realise Income



								Identification of Income Received



								Assess Costs to be incurred in relation to Income, Timing and reporting		NB Expenditure will need to approved in the normal way via a Purchase Requisition. Reference to the Restricted Income Approval on the Purchase Requisition should help facilitate the Approval of the requisition



								Detail Restrictions on Income



								Complete Restricted Income Approval Form				Income Approval up to £2,000



												Income Approval up to £10,000 Two Signatures





																Income Approval up to £50,000. Three Signatures





																Income Approval up to £50,000. FD or COO & Board of Trustee's





								Income Application - Complete Application once Approval received



								Complete Invoice Request Form with Invoicing Schedule.																Raise / Schedule Invoices to be raised



																								Schedule Future Invoices, Confirm Invoices is good to release





												Confirm Scheduled Invoices are OK to Process





																								Generate Scheduled Invoices
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Reason for Purchase
Alternative methods of payment are impractical
Orline Purchase
Urgency of Purchase
Qther
Delivery Required by (Date) w2021

Delivery Location : Address

Post Code.

“The Portsmatth Roman Catholic Diocesan Trust
StEdmund House,

Bishop Crispian Way,

Portsmouth

PO1304







image2.png

il @9
T e ey | | n| 6
2 S|t &

Actions File Tools | Help

First Day | 01/08/2020 (| [] Histoical Year
LastDay | 31/08/2021 [

Number of Periods
Seies Closed
Peiiod | Period Name Dae Finoncial | Sales | Puchasing |Inventory | Payrol | Project
Peiod 1 010972020
Peiod 2 011072020
Peiod 3 011172020
Peiod 4 011202020
Peiod 5 010172021
Peiod & 010202021
Peiod 7 010372021
Peiod 8 010472021 |

0000000oo;
0000000oo;
0000000oo;
0000000oo;
0000000oo;








image2.gif
> A D <
IN CORDE IESU




