[image: image1.png]



Hataitai School Financial Procedures


Approving Payment
Our commitment

The Hataitai School board of trustees ensures the school’s financial and property resources are efficiently and prudently managed to effectively support our teaching and learning programmes, and to provide a healthy and safe environment for our students and staff.

Guidelines 
All Creditors Invoices must be approved for payment.

Where Creditors Invoices are covered by a duly authorised Order the approval for payment may be made by any person authorised to do so by the Principal provided that they are able to satisfy themselves that:

· A duly authorised Order exists

· The goods or services have been received

· The prices charged are correct

· It is a valid charge to the School Account

Where no Order exists, the approval of the payment may be made by the Principal provided they are able to satisfy themselves that:

· The goods or services have been received

· The prices charged are correct

· It is a valid charge to the School Account

All invoices approved must clearly show the signature/initials of the person approving the Invoice and the Accounting code to which items should be expensed.
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