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Circular 2008/15
22 January 2008
To
All Schools and Offices
Dear Principal/Manager
PROMPT PAYMENT OF INVOICES

In recent years legislation has been enacted which allows businesses to claim interest and compensation arising from the late payment of commercial contracts (this refers to the late payment of invoices).  In the Board’s case payment for goods and services provided to all locations should be made within 30 days of receipt of same or on the presentation of a valid invoice or similar demand for payment, whichever is the later.

The Department of Education has been monitoring quarterly all boards’ performances on prompt payment and as a result targets have been agreed on a phased basis which will eventually commit boards to virtually 100% compliance. From January 2008 the Department will monitor boards’ payment performance on a monthly basis.  It has been agreed with the Department that schools, out centres and offices will be issued with specific date stamps for stamping invoices which will permit consistent monitoring across the Board.  Date stamps designed for this purpose have been ordered and will shortly be delivered directly to all locations which process invoices.
Schools, outcentres and offices should stamp invoices on the day they are received, provided the goods and services have been delivered to an acceptable condition/standard; alternatively invoices received in advance  should be held and stamped when the goods and services are eventually satisfactorily received. Stamped and authorised invoices should be sent to the Board without delay.
It is appreciated that some locations experience low staffing levels and may be unmanned during certain periods of closure.  In such cases, when staff return to work any invoices received during the period of closure which are more than 7 days old should be stamped with a date 7 days after the date of the invoice, eg an invoice dated the second of the month should be date stamped the ninth. Anything less than 7 days old should be stamped with the current date.
May I assure you that your co-operation in this matter will be most appreciated.

Please direct any queries on this circular to your normal contact person in the Accounts Section.

Yours sincerely

P Kelly

FINANCIAL ACCOUNTANT
PK/DR

