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Circular No 2007/126
1/1400
12 September 2007

To
All Schools
Dear Principal

FORM FP1

Please find attached a blank FP1 form ie the list of authorised signatories for timesheets, invoices etc.

This form was introduced in the early days of LMS and the procedure for notifying changes has been to submit a further form containing only the change.  As a result for many schools the signatories no longer appear on a single form, but are dispersed over several.

In a minority of cases it is evident that the list of signatories is not complete or up to date.  In consultation with Internal Audit, it was agreed that the opportunity be taken to perform a refresh and to ask schools to complete a new and updated form authorised by the Board of Governors and to submit it by the end of September.

The document is used to verify signatures on invoices, delivery notes etc against the sample signatures provided.  Without this form the Board is unable to process payments to firms. If your Board of Governors is not due to meet until later in the year we will, in the meantime, accept a copy signed by the principal; the authorised copy should be forwarded immediately after the first Board of Governors’ meeting.

These forms are requested and inspected by our internal and external auditors so it is important that our records are updated.

This is also an opportunity to reconsider how many signatories should be listed and who they should be.

Yours sincerely

P Kelly

ASSISTANT FINANCE OFFICER

Email paul.kelly@selb.org      Enc   PK/DR











FP1

FINANCIAL SYSTEMS PROCEDURES

NAME OF SCHOOL:









ADDRESS:











AUTHORISATION BY BOARD OF GOVERNORS 
UNDER MANAGEMENT CONTROL RESPONSIBILITIES

We hereby certify that at a meeting of the Board of Governors held on 
___________________

a resolution was passed that the following person(s) are hereby authorised to sign, in accordance with the attached Notes of Guidance, on behalf of the Board of Governors, documents required in connection with The Southern Education and Library Board’s regulations and procedures governing the financial systems required in relation to the Annual Accounts:-

	PERSONS AUTHORISED TO SIGN



	FULL NAME
	OFFICIAL POSITION
	SPECIMEN SIGNATURE

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


The resolution has been duly recorded in the minutes of the meeting.

The person(s) authorised have been informed of the resolution, the specific duties and responsibilities allocated to him/her and any limitations imposed regarding the extent of documentation which he/she may sign on behalf of the Board of Governors.  The accountability for recording actions and transactions so authorised has also been defined.

The Southern Education and Library Board is hereby empowered to process documents drawn, signed or made on behalf of the Board of Governors, and to act on instructions/authorisations given, by the person(s) listed above and whose specimen signatures are provided.

Please retain a photocopy of this form in the school for your own records.









       Signature of Chairman









       of Board of Governors

Date  







       Signature of Principal


To be
returned to Mr P Kelly, Financial Accountant, Corporate Services, SELB by 30 September 2007








NOTES OF GUIDANCE ON AUTHORISATION

1 Decisions and individual activity should be properly authorised, thereby identifying activity with responsibility.

2 The Board of Governors must establish a list of duties and the staff allocated to such duties.

3 Examples of all authorisation signatures should be forwarded to the Corporate Services Department, on the Authorisation Signatures Form FP1.

4 The completed Authorisation Signatures Form FP1 must be presented at a Board of Governors meeting for approval and be authorised by the Chairman of the Board of Governors.

5 The school should notify the board of any changes to the authorisation signatures by submission of a further Authorisation Signatures Form FP1, which need only be completed with the new signatures.

6 Examples of transactions which may be involved are given below.  The Board of Governors should have due regard to the level of staff, and their competence, before approving delegated authority.

Budget and Budgetary Control

Annual Accounts

Contract Information

Purchasing Authorisations

Delivery Note/Incorrect Delivery Form

Accounts Processing

Invoice/Credit Note Authorisation

Maintenance Authorisation

Petty Cash

Inventory Control

Income Records

Lodgement Records

Use of Facilities

Salaries and Wages

Data Protection Returns

