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Hataitai School Financial Procedures


Payment of Invoices
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 
· Approved Invoices should be paid in a batch so as to be in the hands of the Service Centre on or before the 15th of the month.

· 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.
· In circumstances where credit terms (ie 7 days) or circumstances require it, payment may be made by cheque at other times.

· When cheques are drawn, the cheque number and the amount paid should be clearly written on each invoice.

· Cheques must be singed by at least two of the signatories. The signatories are the school principal, both learning leaders and the BOT chairperson.
· All cheque signatories are responsible for satisfying themselves that sufficient documentation exists to support the payment.[image: image2.png]



These procedures were reviewed in November 2011
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