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1.00 GENERAL 
 
 
1.01 INTRODUCTION 
 
 
The Finance and General Purposes Committee has approved a set of Financial 
Regulations which are a written code of conduct to ensure the proper financial control and 
management of all aspects of the Academy’s operations. All staff should abide by this code 
of conduct and the Finance and General Purpose Committee should closely monitor the 
observance of these regulations. 
 
The Financial Regulations (updated February 2015) are available on AIR under the Finance 
page (Quicklinks on the left to Regulations and Procedures). 
 
To support the Financial Regulations this Financial Procedures Manual (updated June 
2015) sets out in more detail the procedures and systems to be adopted in relation to the 
financial policies. 
 
The procedures may be subject to revision from time to time and managers will be provided 
with updates accordingly. 
 
Any queries regarding the Financial Procedures should be directed to the Accounts 
Manager (Ext. 362). 
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1.02 ROYAL ACADEMY OF MUSIC SYSTEMS OVERVIEW 
 

Figure 1: Systems Overview 
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1.03 RISK IDENTIFICATION AND RISK MANAGEMENT 
 

Introduction 
 
1. The Academy acknowledges the risks inherent in its business and is committed to 

managing those risks which pose a significant threat to the achievements of its 
objectives and financial health. 
 

2. The Governing Body has overall responsibility for ensuring there is a risk management 
strategy and a common approach to the management of risk throughout the Academy 
through the development and implementation of a formal, structured risk management 
process. The Governing Body, whilst ultimately responsible for the Academy’s risk 
management strategy, delegates responsibility for the review of the effectiveness of 
risk management arrangements to the Audit Committee.  
 

3. The concepts relating to risk and the risk management framework are set out in the 
Risk Management Strategy and Risk Register. 

 
Procedures 
 
4. All staff have a responsibility to be alert to possible risks and to appraise line managers 

accordingly. 
 

5. Any potential risk that is identified should be brought to the attention of your line 
manager at the earliest opportunity. 
 

6. The line manager should log the risk in the Risk Register and will review its 
elimination/mitigation with the Director of Finance. 
 

7. All risks will be monitored on an ongoing basis by the Audit Committee. 
 

8. The Risk Register is maintained by the Director of Finance and is cross-referenced to 
the other Risk Registers/assessments that underpin it. 
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1.04 CODE OF CONDUCT 
 
Introduction 
 
1. The Academy is committed to the highest standards of openness, integrity and 

accountability. It seeks to conduct its affairs in a responsible manner, having regard to 
the principles established by the Committee on Standards in Public Life, which 
members of staff at all levels are expected to observe. These principles, which the 
Academy has adopted as its code of conduct, are set out at Appendix F of the 
Financial Regulations. In addition, the Academy expects that staff at all levels will 
observe its code of conduct which cover: 
a) probity and propriety 
b) selflessness, objectivity and honesty 
c) relationships. 

 

Probity and Propriety 
• Integrity 
• Accountability 
• Openness 

Selflessness, Objectivity and Honesty 
• Selflessness 
• Objectivity 
• Honesty 

Relationships 
• Leadership 

 
Detailed procedures relating to relationships, declaring of relationships and conflicts of 
interest can be found in the Human Resources Policies and Procedures Manual. 

 
Register of Interests 
 
2. Members of the Governing Body, senior managers, Heads of Departments, all those 

involved in procurement, all Finance and all Human Resources (HR) staff are required 
to disclose interests in the Academy’s register of interests, maintained by the Secretary 
and Registrar. Individuals are responsible for ensuring that entries in the register 
relating to them are kept up to date regularly and promptly. No person shall be a 
signatory to an institutional contract where he/she also has an interest in the activities 
of the other party.   

 
Bribery Act 2010 
 
3. Under the Bribery Act 2010 it is an offence for any member of staff or any agent acting 

for the Academy to offer a bribe to someone on the Academy’s behalf.  
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1.05 VALUE FOR MONEY 
 
 
Introduction 
 
1. The Royal Academy of Music recognises its responsibility to achieve value (VFM) for 

money from all its activities, however they may be funded. The Academy is also 
committed to the pursuit of economy, efficiency and effectiveness as part of its 
corporate and academic strategy. The Academy will seek to adopt good practice and 
incorporate VFM principles in all its activities. 

 
Objectives 
 
2. To achieve good VFM the Royal Academy of Music has set itself these objectives: 

• to integrate VFM principles within existing management, planning and review 
processes 

• to adopt recognised good practice as appropriate 
• to undertake VFM studies on areas of activity identified as worthy of review 
• to benchmark, as appropriate, the Royal Academy of Music’s activities  
• to respond to opportunities to enhance the economy, efficiency and effectiveness of 

activities 
• to promote a culture of continuous improvement 
• to demonstrate actively to both internal and external observers that the 

achievement of VFM is sought in all activities  
• to ensure that all staff recognise their continuing obligation to seek VFM for the 

institution as part of their routine activities. 
 
Responsibility 
 
3. The responsibility for VFM lies with all members of staff and is not restricted to 

those with resource or financial responsibilities.  
 
4. VFM does not just concern price, it also includes fitness for purpose (i.e. quality), 

maintenance/running costs and the cost of procurement itself. All of these factors need 
to be considered when trying to obtain VFM, therefore best VFM does not necessarily 
mean cheapest.  

 
5. Purchasing limits in accordance with Financial Regulations which must be 

adhered to at all times: 
 
Expenditure under £10,000  

 
It is advisable to obtain quotations however this is at the discretion of the budget 
holder, value for money must always be achieved. 

 
Expenditure from £10,000 to £50,000  
 
The budget holder is required to obtain at least three quotations.  
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Expenditure over £50,000  
 
This requires three competitive tenders. Heads of Department must comply with the 
Academy’s tendering process as outlined in section 10.95 of the Financial Procedures 
 
In addition to the above, good practice indicates that for any expenditure of a 
reasonable size, over £2,000, at least two quotations should be obtained. It is the 
responsibility of the budget holder to demonstrate they have obtained value for money.  
 
If help is needed in particular areas please contact the Finance Department for 
additional advice. 

 
6. The Governing Body is required to satisfy itself that VFM is being sought and achieved 

from the use of all its funds, both public and private funds.  
 

The Audit Committee is required, under the HEFCE Audit Code of Practice, to satisfy 
itself that satisfactory arrangements are in place to promote economy, efficiency and 
effectiveness. The Committee is required to relay its view on the arrangements to the 
Governing Body in its annual report. 
 
The Senior Management Team has the executive responsibility to put in place 
arrangements that will ensure VFM is being sought. The Senior Management Team 
has a responsibility to keep the Governing Body and Audit Committee advised of VFM 
issues. Managers have the executive responsibility to maintain an awareness of good 
practices in their own area of operation and to ensure that these are followed 
appropriately. 
 
All staff should endeavour to seek and achieve VFM in all activities and to bring to 
management’s attention any opportunities for improvement. 
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1.06 WHISTLEBLOWING  
 
 
1. The Academy is committed to maintaining the highest standards of honesty, 

accountability and integrity. Staff are encouraged to report any concerns of 
malpractice and misconduct.  

 
2. If you suspect a criminal offence, miscarriage of justice, actions which endanger 

the health or safety of staff or the public or which cause damage to the 
environment, you should provide an oral or written report to your line manager, 
or the Director of Finance. 

 
3. The Academy recognises that the seriousness or sensitivity of some issues may 

make this difficult or impossible. If you do not wish to raise the matter with the 
aforementioned persons, it may be raised with the Chair of the Governing Body 
or the Chair of the Audit Committee.  
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1.07 PROCEDURE FOR FRAUD RESPONSE PLAN 
 
 
Introduction 
 
1. The purpose of this plan is to define authority levels, responsibilities for action and 

reporting lines in the event of a suspected fraud or irregularity. The use of the plan 
should enable the Academy to:- 
a) prevent further loss  
b) establish and secure evidence necessary for criminal and disciplinary action as 

appropriate 
c) notify the funding body, if the circumstances are covered by the mandatory 

requirements of the audit code of practice 
d) recover losses  
e) deal with the culprits  
f) deal with requests for references for employees disciplined or prosecuted for fraud  
g) review the reasons for the incident, the measures taken to prevent a recurrence 

and any action needed to strengthen future responses to fraud  
h) keep all personnel with a need to know suitably informed about the incident and 

the institution’s response  
i) inform the police  
j) assign responsibility for investigating the incident  
k) notify internal auditors 
l) establish circumstances in which external specialists should be involved. 

 
Procedure 
 
2. Initiating Action 
 

1. All actual or suspected incidents should be reported without delay to the Director 
of Finance. The Director of Finance should immediately notify the Principal and the 
Audit Committee (through its Chair) of proceedings and, within 24 hours, hold a 
meeting with the line manager and then Head of HR in order to decide on the 
action to be taken and the action required with the individual concerned. If the 
suspected fraud is thought to involve the Principal or the Director of Finance, the 
member of staff shall notify the Chair of the Audit Committee directly. 

 
2. The Principal shall inform the police if a criminal offence is suspected of having 

been committed. 
 
3. The Audit Committee shall commission such investigation as may be necessary 

and shall receive a report on preventative measures.  
 
4. During any investigation, the individual would be suspended (with or without pay) 

until the outcome of the investigation is concluded. 
 
5. It may be necessary to plan the timing of suspension to prevent the suspects from 

destroying or removing evidence that may be needed to support disciplinary or 
criminal action. 
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6. In these circumstances, the suspect(s) should be approached unannounced. They 
should be supervised at all times before leaving the Academy’s premises. They 
should be allowed to collect personal property under supervision, but should not 
be able to remove any property belonging to the Academy. Any keys to offices and 
furniture should be returned. 

 
7. Locks should be changed, if appropriate and access permissions to the 

Academy’s computer systems should be withdrawn without delay. 
 
8. Consideration should be given as to whether it is necessary to investigate 

systems, other than that which has given rise to suspicion, through which the 
suspect may have had opportunities to misappropriate the Academy’s assets. 

 
9. The Academy will follow disciplinary procedures against any member of staff who 

has committed fraud, and will normally pursue the prosecution of any such 
individual. 

 
Notifying the Funding Body 
 

10. The Principal is responsible for informing the funding body of any actual or 
suspected incidents in accordance with the funding body’s Audit Code of Practice. 

 
Recovery of Losses 

 
11. Recovering losses is a major objective of any fraud investigation. The amount of 

any loss will be quantified and repayment of losses should be sought. 
 
12. Where the loss is substantial, legal advice should be obtained without delay. 
 

Reporting to Governors 
 
13. Incidents shall be reported without delay by the Principal to the Chairs of both the 

Governing Body and the Audit Committee in accordance with the funding body’s 
audit code of practice. 

 
14. On completion of a special investigation, a written report shall be submitted to the 

Audit Committee containing: 
a) a description of the incident, including the value of any loss 
b) the people involved 
c) the means of perpetrating the fraud 
d) the measures taken to prevent a recurrence 
e) any action needed to strengthen future responses to fraud 

 
with a follow-up report on the actions taken. 

 
Reporting lines 

 
15. The Director of Finance shall provide a confidential report to the Chair of the 

Governing Body, the Chair of the Audit Committee and the Principal and the 
external audit partner at least monthly, unless the report recipients request a 
lesser frequency. The scope of the report shall include: 
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a) quantification of losses  
b) progress with recovery action 
c) progress with disciplinary action 
d) progress with criminal action 
e) estimate of resources required to conclude the investigation 
f) actions taken to prevent and detect similar incidents. 

 
Responsibility for Investigation 

 
16. All special investigations would normally be led by internal audit. Special 

investigations shall not be undertaken by management, although management 
should co-operate with requests for assistance from internal audit. 

 
17. Some special investigations may require the use of technical expertise which 

internal audit does not possess. In these circumstances, the external specialists 
may contribute to the special investigation. 
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2.00  ACCOUNTING PROCEDURES 
 
 
2.01 ACCOUNTING CODES 
 
 
Introduction 
 
1. The purpose of this section of the procedures manual is to explain the coding structure 

and provide a list of academic and administration codes to be used by budget holders 
when coding invoices and other documentation as appropriate. 

 
2. It is important for the purposes of accurate budgetary control and financial reporting 

that all items of expenditure and income are coded correctly and to be charged against 
the correct budget head. Budget holders are responsible for coding invoices for 
payment. 

 
The Coding Structure 
 
3. The general ledger posting code, also known as the nominal code, consists of seven 

characters and is structured as follows:- 
 

X XX XXXX 
Company Department (cost centre) Main expense type (account code) 
e.g. RAM = 1 Brass = 21 Telephone costs = 2430 

 
4. The main account codes (i.e. expense types) and departmental cost centres are set 

out at the end of this section and may be subject to change by the Finance 
Department. 

 
5. In general the accounts codes and cost centre codes can be used in any combination, 

e.g.: 
 

Description Code 
Staff travel - Brass department 1-21-2140 
Staff travel - Jazz department  1-37-2140 

 
6. However, there are certain expense types that fit logically with only one cost centre, for 

example, the purchase of food for the Canteen logically only fits with the Canteen cost 
centre, i.e.: 1-77-2750 - purchase of canteen food. 

 
7. The account codes can be added to or changed and any requests for changes should 

be notified to the Accounts Manager (Ext. 362). 
 

8. Staff with any queries over coding should contact a member of the Finance 
Department. 
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2.02  FINANCIAL PLANS AND BUDGET PREPARATION 
 
 
1.  The Academy produces a five year plan each year in February, which is submitted to 

the Higher Education Funding Council for England (HEFCE) in July. Annual budgets 
are then drawn up at a more detailed level between May and October.  

 
2.  During the spring term the Director of Finance and the Deputy Principals meet with 

each head of a teaching department to discuss departmental planning for the following 
year. Any changes are circulated to the Senior Financial Planning Officer. 

 
3.  These meetings encompass: 

• a review of the year ended 
• progress of the current year 
• plans for the forthcoming year 

 
These then translate into the financial forecasts produced in May for the Finance and 
General Purposes Committee and then for HEFCE in July. 

 
4.  The Senior Financial Planning Officer will ask each administrative head to provide 

details of their proposed non pay budget for the following year. A steady state is 
assumed and any increases must be agreed in the annual planning round meetings 
held with the Director of Finance. 

 
5.  Once the student numbers are confirmed in September the pay budgets can be 

finalised to reflect the required number of teaching hours.  
 
6.  The Senior Financial Planning Officer will then send out the detailed budget for each 

department in October once the overall budget has been approved by the Finance and 
General Purposes Committee. 

 
7.  Around the same time the budgets will be put onto the Finance system. 
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2.03  BUDGETARY CONTROL AND REPORTS 
 
 
Introduction 
 
1. This section of the manual sets out the budgetary control procedures 
 
Procedures 
 
Department Budgetary Control 
 
2. At the end of each month, a Budget Report is produced. This is an income and 

expenditure report by department. The report is divided into three sections Pay 
Expenditure, Non- Pay Expenditure and Income. For each nominal code it shows the 
yearly budget, the year to date budget, the actual spend to date, the variance between 
actual and budget to date and the percentage of the annual budget remaining.   

 
3. A Transaction Report is also produced for each nominal code showing the individual 

transactions. 
 
4. For months where payclaims have been processed a Payroll Report is also produced. 

This shows the amounts paid to each person on the P2 (part time hourly paid) or J1 
(Junior Academy) payroll, showing the hours worked and estimated hourly rate. 

 
5. These reports are sent to each budget holder, whose responsibility it is to check the 

entries to ensure they are accurate and that expenditure will remain within budget. The 
Finance Department investigate any major variances and will write to the budget holder 
accordingly. 

 
6. Any queries should be addressed as soon as possible to the Accounts Manager. 
 
Consolidated Management Accounts 
 
7. Consolidated Management Accounts are produced on a quarterly basis from 

November onwards. The Accounts are submitted to the Director of Finance, the Senior 
Management Team and subsequently to the Finance and General Purposes 
Committee’s members. 

 
8. The Consolidated Management Accounts contain:- 

a) Summary Income & Expenditure Account Statements 
b) Explanation of Variances 
c) Balance Sheet 
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2.04 BUDGET CHANGE REQUEST 
 
 
1. If you wish to transfer some of your budget between headings then a request should be 

sent to the Senior Financial Planning Officer who will complete the attached form. The 
Senior Financial Planning Officer will send the form to the Director of Finance for 
authorisation. The Senior Financial Planning Officer will then process the changes in 
the ledger. 
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2.05 CAPITAL BIDS 
 
 
Introduction 
 
1. This section of the manual sets out the procedures for capital bids. 
 
Procedures 
 
2. During the spring term the Director of Finance and the Deputy Principals meet with 

each Head of Department to discuss departmental planning for the following year. This 
will also include any capital requirements. 

 
3. The Heads of Department will be invited to submit proposals, in the light of available 

resources, which will be considered by Senior Management Team. 
 
4. As the capital funding is very limited there are inevitably years when no capital bids are 

invited. 
 
5. Any large project should only be pursued after an investment appraisal has been 

undertaken. For further details see Part 2 13.99. 
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2.06  RETENTION OF FINANCIAL RECORDS 
 
 
Retention of Financial Records 
 
1. The following are the minimum retention periods, in addition to the current financial 

year, for the various financial records and documents. This procedure does not cover 
non-financial related records or documents.   

 
Key 
 
A =  Held centrally  
D  = Held by Department 
F = Held by Finance 
 
C = Treat as confidential waste for disposal purposes 
N = Treat as non-confidential waste 

 
Record/Document Years to be 

retained 
Held by Disposal 

Purchasing    
Copy Purchase Orders 2 D N 
Suppliers Delivery Notes 2 D N 
Suppliers paid invoices (incl. Credit Notes) 6 F N 
BACS/Credit Transfer Listings 6 F N 
Letters relating to stopped cheques 6 F N 
Invitation to Tender/Tenders/Tender 

evaluation documents 
6 D N 

    
Expense Claims    
Staff expense claims by cheque and petty cash 

(authorisation and supporting receipts) 
6 F N 

    
Income & Banking    
Sales Invoices 6 F N 
Accommodation and Tuition Fee Schedules 6 F N 
Till Rolls 6 D N 
Remittance advices 6 D N 
Copy official receipts 6 D/F N 
Bank statements 10 F N 
Bank reconciliations 6 F N 
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Payroll & Pensions    
Source documents for salaries, tax codes, 

overtime, sick and maternity pay, 
redundancy, appointments, resignations, etc 

12 F C 

Payroll & Costing Analysis 12 F C 
Income Tax Earning Record (P60s) 12 F C 
BACS reports 12 F C 
Pension records  

(*after the date of retirement or 64 whichever 
is later) 

12* F C 

 
Research Grants & Contracts    
Contracts 

(*after the date of termination) 
6 F C 

Grant Claims & Sales Invoices 6 F N 
   

VAT and Tax Records    
VAT Returns including working papers 6 F N 
Corporation Tax and Charity Return, incl. 

Working papers 
6 F N 

   
Financial & Management Accounting Records 
Audited Accounts (signed) Permanent F N 
Annual Accounts working papers 6 F N 
Annual Budget Report 6 F N 
Management Accounts 3 F N 
HESA Returns 6 F N 
Financial Forecasts 6 F N 

   
Insurance    
Insurance policies 

(*from the date of termination of the policy) 
6* F N 

Insurance claims 6 F N 
Risk Management and other reports 6 F N 

   
Committee Minutes    
Governing Body Permanent A  
Finance and General Purposes Committee Permanent A  
Audit Committee Permanent A  
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Others    
Departmental authorised signatories lists 3 F C 
Journal transfers (incl source documents) 6 F N 
Asset register 

(*after disposal of the asset) 
6* D N 

General Correspondence 3 D/F N 
Internal Audit Reports 6 F C 
Investment Brokers Valuation Reports 3 F N 
Investment Purchase/Sales Contract Notes 6 F C 
Bank Reconciliation 6 F N 
Contract Documents – Under Seal 12* D/E C 

Others 
Contract Documents – Under Seal 
(*after completion) 

12* D/F C 

Contract Documents – Other 
(after completion) 

6* D/F C 

Title deeds to property Permanent A  
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PROCEDURES FOR NON FINANCE DEPARTMENT STAFF 
 
3.00 PURCHASING 
 
 
3.01  COMMITTING NON PAY EXPENDITURE 
 
 
Introduction 
 
1. This section of the manual sets out the procedures for committing non pay expenditure 

within the Academy. 
 
Procedures 
 
2. Budget holders can obtain purchase order books from the Finance Department each 

order within a book is pre-numbered. 
 
3. The budget holders, or their nominees are authorised to commit expenditure and certify 

orders within the limits shown, provided sufficient budgetary provision exists for the 
proposed expenditure and that the competition/tender requirements have been 
adhered to:- 

 
Annual Revenue Expenditure 
 

Financial Limits Quotations Signatory 
< £2,000  Budget Holder 
£2,000 to 
<£10,000 

Budget holder shall demonstrate 
he/she has obtained value for money 

Director of Finance and 
Budget Holder 

£10,000 to 
<£50,000 

Budget holder shall obtain at least 
three quotations 

Director of Finance, 
Principal and Budget 
Holder Over £50,000 Three competitive tenders 

 
Capital Projects and Repairs Related Works 
 

All  Director of Finance and Budget Holders. If over £50,000 it should 
be reported to Finance and General Purposes Committee 

 
4. All non pay expenditure may be the subject of an official order and where verbal orders 

are given, these may be confirmed via an official written order. 
 
5. Where a purchase order is used before incurring expenditure the following details 

should be entered on an order form: 
a) name and address of supplier; 
b) date of order; 
c) description of goods or services being ordered; 
d) the quantity of goods being ordered, if applicable; 
e) the estimated price. 
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6. The following items of expenditure do not require an order form: gas, electricity, rent, 
rates, water, telephones, general cleaning, window cleaning, insurance, canteen and 
bar purchases, as they are the subject of special arrangements. 

 
7. The person completing the order form (if not the budget holder) should refer the order 

to the budget holder who should:- 
a) check that sufficient budget exists to cover the expenditure; 
b) write the budget code on the purchase order against which the expenditure will be 

charged; 
c) authorise the purchase order. 

 
8. No one can commit expenditure from another person’s budget without the budget 

holder’s approval. 
 
9. Purchase orders for annual revenue expenditure in excess of £2,000 need the 

countersignature of the Director of Finance plus also a Deputy Principal, where 
academic justification is necessary. These signatures need to be obtained before the 
order is placed. Orders in excess of £20,000 will also require the Principal’s signature. 

 
10. All purchase orders in respect of capital items and repairs related works require 

authorisation of the budget holder and must be countersigned by the Director of 
Finance. 

 
11. Copies of purchase orders are to be distributed as follows:- 

a) top copy of the purchase order should be sent or faxed to the supplier;  
b) the second (yellow) and third copy (blue) should be retained in the order book and 

should be used for checking the invoice on arrival.  This is covered in the section 
‘Authorisation of Payments’. 

 
12. Orders in excess of £50,000 require competitive tenders in accordance with the levels 

set out in the Finance Regulations and current legislation. Once competitive tenders 
have been obtained the official order procedures still apply. Although quotes are not 
required for orders of less than £10,000, officers have a duty to achieve value for 
money and obtaining quotes is one way of demonstrating this. 
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3.02 TENDERING 
 
 
1. The Academy is obliged to comply with EU legislation when tendering. This covers 

expenditure in excess of £156,442 for supplies or services and £3,927,260 for Works 
contracts. Expenditure in excess of these limits will be the subject of special 
procedures and should be discussed with and agreed by the Director of Finance on an 
individual basis. In all other cases, i.e. where it is over £50,000 but under EU limits 
then: 
a) A copy of tender specifications sent out to contractors should be held on file. 

Equality dimensions should be incorporated into specifications and key aspects of 
contract processes. The protected groups now covered by the Equality Act are age, 
disability, gender (including gender re-assignment), marriage/civil partnership, 
pregnancy and maternity, race, religion or belief and sexual orientation. 

b) The tender details should include a note that information from the tender process 
may be subject to a Freedom of Information Request. The standard wording can be 
obtained from the Director of Finance. 

c) The Procurement Tender Questionnaire should be reviewed by the Equality Impact 
Assessment sub-committee who will determine which optional questions should be 
included. 

d) A copy of the Procurement Principles and the Procurement Tender Questionnaire 
(with non relevant questions deleted) should be sent to all tenderers. 

e) All tenderers should provide a copy of their equal opportunities policy or confirm 
their commitment to the Academy’s own policy. 

f) Unmarked envelopes should be sent out to contractors to return their tender 
documentation in, to ensure anonymity of tenders. 

g) A deadline for the submission of tenders should be set and no tenders should be 
accepted after this deadline. 

h) Tenders should be opened on or soon after the tender deadline, in the presence of 
two senior officers. 

 
2. A tender register should be completed when tenders are opened, this should record 

tender values, list any companies that did not return their tenders, and be signed off by 
the two senior officers present.  

 
3. Acceptance of tenders is subject to: 

a) the advice of the appropriate technical officers; 
b) the prior approval of the Principal and the Director of Finance where it is proposed 

to accept a tender other than the lowest cost or a bid other than the highest; 
c) sufficient budgetary approval to accommodate the estimated expenditure; 
d) the requisite number of tenders having been received. 

 
4.  Tender evaluation should be documented including the reasons for the choice of the 

successful contractor and this should be held on file. 
 
5.  Where tender or quotation competition is not practicable (e.g. supply of specialist 

equipment etc. then for expenditure in excess of £50,000 the formal approval of the 
Finance and General Purposes Committee is required. 
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3.03  LIST OF AUTHORISED SIGNATORIES FOR PAYMENT 
REQUISITIONS, PURCHASE ORDERS AND PAYROLL CLAIMS 

 
 
Department Budget Name of Budget Holder Deputy for Signing 
 
Administration   
Senior Management Team J Freeman-Attwood/ J Barber M Racz/T Jones 
Finance J Barber P Sharp/K McNiven 
IT/Digitisation O Shankland  
Canteen K O’Shea D Proctor 
Development C McCormack  
Student Services D Singer  
Instruments B Meyer 
Estates/Marylebone Flats P Smith  
General Office C Tulloch  
Library K Adamson  
Museum J Tapp  
Human Resources P Riddell 
Press & Publicity C McCormack P Craik 
  
Academic Departments  
KCL M Mullin E Kemp-Luck 
Registry M Mullin E Kemp-Luck 
Quality Assurance T Jones C Jury 
Academic Supporting Studies R Chadwick  
Choral Conducting P Russill H Wills 
Historical Performance L Cummings H Wills 
Organ D Titterington H Wills 
Guitar M Lewin K Ingram 
Piano Technical Services  C Ackroyd  
Piano J MacGregor A Booker 
Brass M David T Saville 
Orchestral N Mutton E Williams 
Timpani & Percussion N Percy T Saville 
Woodwind K Bragg T Saville 
Composition P Cashian E Mould 
Jazz Nick Smart E Mould 
Strings Jo Cole E Good 
Harp K Vaughan K Ingram 
Opera M Wildman N Candlish 
Musical Theatre B Dobbelaere  
Postgraduate Programmes N Heyde  
Junior/Midweek/Primary Academy, 
First String, Junior String, First 
Guitar 

H Ionascu K Budzynska 

Alexander Technique P Moore  
Conducting S Edwards A Booker 
Free Bass Accordion O Murray K Ingram 
Undergraduate Programmes A Gritten  
Technical   
Language Unit S Callis  
Widening Access R Byrchmore H Wills 
Concerts Manager N Mutton  
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3.04 AUTHORISATION OF INVOICES FOR PAYMENT 
 
 
Introduction 
 
1. Invoices received in respect of goods and services provided to the Academy must be 

checked by the budget holder against purchase orders if completed, agreements or 
contract. They should certify that the goods and services have been supplied and the 
invoice price is correct. This section of the manual sets out the procedures for 
authorising invoices for payment. Please note additional procedure for purchases over 
£2,000 outlined below. 

 
Purchases over £2,000 

 
Before a purchase over £2,000 is made departments must fill out a purchase 
order form and submit it to the Director of Finance for authorisation. Once your 
authorised order form has been returned you are then permitted to go ahead and 
make the purchase. Payment requisition slips should be sent up to the Finance 
Department in the normal manner with either the top copy or yellow copy of your 
authorised order form attached. Please note any payment requisition slips over 
£2,000 which do not have an authorised order form attached may not be paid.  
 
In the event that you want to make a purchase where the exact cost is not 
known, for example flights, an order form with an approximate figure must be 
sent to the Director of Finance for authorisation.  
 
The only exception to this procedure is when paying teaching staff where the 
cost is to be charged to your teaching budget and when paying student 
bursaries and prizes.  
 
Order books can be picked up from the Senior Payroll & Fees Clerk. The 
Accounts department should be contacted in the event of any query. 

 
Procedures  
 
2. Before certifying an invoice for payment a budget holder must be satisfied that the 

work, goods or services to which the account relates have been received or carried 
out. 

 
3. The budget holder should ensure where appropriate that the invoice conforms with the 

optional purchase order, if applicable, and should record on the copy order form in the 
purchase order book: 
a) initials to indicate that the goods/services have been received and checked; 
b) the date that the invoice was checked and passed for payment. 

 
4. The budget holder should check that the invoice price is in accordance with the 

optional order, quotation, contract or current market rate, as appropriate, or is 
otherwise reasonable. 
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5. The budget holder should ensure that the account has not been previously passed for 
payment and is actually due to be paid by the Academy. 

 
6. The budget holder should then complete a payment requisition form, by entering the 

following details: 
a) Payee: enter the name of the payee to whom the cheque should be made payable 
b) Address of the Payee: enter the address of the payee 
c) Budget code: enter the code or codes in respect of the budget against which the 

costs are to be charged, e.g. stationery purchased by General Office to be coded 
to 75-2401. 

d) Description: enter the description which you wish to see on your monthly financial 
control report. This will be useful to departmental budget holders for the 
purposes of control. This is limited to 20 characters per line per invoice. 

e) Amount: enter the amount and VAT against the relevant budget code 
f) Bank details: provide bank details of the payee for payment to be made by Bacs 

unless requested to be paid by cheque. 
g) Email address: ensure the payee provides an email address for all 

correspondence to be sent via email. 
 

7. For departments operating devolved input an abbreviated payment requisition form 
may be used, or an ink stamp. The latter must be stamped on the invoice itself. If there 
is no space on the front of the invoice it should be stamped on the back of the invoice. 
If there is no space on either side the stamp should be applied to a separate piece of 
paper and securely attached to the invoice. Where it is necessary to stamp on a 
separate piece of paper then the company name should be written above the stamp. 
Further information on devolved input is given in 3.13. 

 
8. Payment requisitions can be found on the intranet, AIR, from the Finance page. 

 
9. Having completed the payment requisition, the budget holder should: 

a) sign the payment requisition to confirm that the goods and services have been 
received, that the arithmetical accuracy of the purchase invoices has been 
checked and that sufficient budgetary provision is available to cover the 
expenditure; 

b) enter the order number, where appropriate, to which the invoice relates; 
c) obtain countersignatures as follows:- 

  
Annual Revenue Expenditure 

 
Invoices over £2,000 Director of Finance, plus Deputy Principal for 

academic approval where necessary 
Invoices over £20,000 Director of Finance & Principal 

 
 Capital Projects and Repair Related Works 

 
All invoices Director of Finance, if over £50,000 this will need 

Finance & General Purposes Committee approval 
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Staff Expenses Claim Forms 
 

All Administrative and 
Academic Expense Claim 
Forms 
 

Director of Finance (whose expenses should be 
countersigned by the Principal).  
All Heads of Department’s should be 
countersigned by one of the Deputy Principals. 
The Deputy Principals’ should be countersigned 
by the Principal. 
The Principal’s expenses should be countersigned 
by the Chair of the Governing Body. 

 
10. The budget holder should attach the payment requisition to the invoice accompanied 

by any other supporting documentation as necessary and pass it to the Finance 
Department for processing, once all relevant signatures have been obtained. For 
departments operating devolved input see 3.13. 

 
11. All invoices should be dealt with promptly by budget holders. 
 
12. Where invoice details do not conform to the purchase order or goods received, the 

matter should be taken up with the supplier at once. 
 
13.  Wherever possible disputed invoices should not be passed for payment until a credit 

note has been received. They should then be submitted to Accounts at the same time. 
 
14.  Payments are made by cheque which is sent direct to the supplier or by BACS. In the 

case of BACS remittances are sent by e-mail. 
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3.05 AUTHORISATION OF PAYMENTS UNSUPPORTED BY SUPPLIER 
INVOICES 

 
 
Introduction 
 
1. In certain instances, payments may need to be made by the Academy which are not 

the subject of an invoice. This section of the manual sets out the procedures for 
payments unsupported by supplier invoices. 

 
Procedures 
 
2. Any payments which are to be made that are not supported by an invoice should be 

raised by a budget holder on a payment requisition  
 
3. Copy of email, correspondence, or other information should be attached to the 

payment requisition where available. 
 
4. The budget holder should complete a payment requisition form, by entering  the 

following details:- 
a) Payee: enter the name of the supplier to be paid. 
b) Address for cheque: enter the address to which the cheque should be sent. 
c) Budget code: enter the code or codes in respect of the budget against which the 

costs are to be charged. 
 d) Description: enter the description which you wish to see on your monthly financial 

control reports. This will be useful to departmental budget holders for the purpose 
of control. This is limited to 20 characters per line per invoice. 

e) Amount: enter the amount against the relevant budget code. 
f)  Bank Details: It is important to include the suppliers bank details since all 

payments are made by Bacs unless specially requested to be paid by cheque. 
 
5. Having completed the payment requisition, the budget holder should: 
 

a) Sign the payment requisition to confirm that the goods and services have been 
received, that the arithmetical accuracy of the purchase invoices has been 
checked and that sufficient budgetary provision is available to cover the 
expenditure; 

b) Obtain the counter-signature of the Director of Finance and Principal if required.  
 
6. The budget holder should attach the payment requisition to the supporting 

documentation and pass it to the Finance Department for processing. For departments 
operating devolved input see 3.13. 

 
7. Payments are made by cheque which is sent direct to the supplier or by BACS. In the 

case of BACS remittances are sent by e-mail. 
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3.06 CREDIT NOTES AND MISSING CHEQUES 
 
 
Introduction 
 
1. This section of the manual sets out procedures for the processing of Credit Notes 

received from suppliers.  It is important that the Finance Department should be notified 
as soon as possible of the existence of a Credit Note in order to prevent payment from 
being processed. It also covers what to do if a supplier has not received a cheque or if 
a supplier refunds a cheque. 

 
Credit Notes 
 
2. Departments should review invoices as soon as they are received to ensure that 

invoice details agree to the order and goods received and that no part of the invoice is 
under dispute. 

 
3. Any queries over the invoice should be taken up with the supplier immediately. The 

department should ask the supplier to send a credit note to cancel the full invoice or 
part invoice if only one item is involved. This process will also occur if goods are sent 
back. 

 
4. The Finance Department should be notified of details of any dispute in writing as soon 

as possible, including if goods are sent back. 
 
5. All credit notes should be passed for payment in the normal way (see 3.13). 
 
6. The amount of each credit note should be shown on the payment requisition form in 

brackets and credit note should also be written in red on the top of the payment 
requisition form. Credit notes should be shown on a separate payment requisition 
form and not entered on one that shows normal invoices to be paid. 

 
Missing Cheques 
 
7. If after requisitioning a payment a supplier says it has not been received then contact 

the Finance Department to request a cancellation and re-issue. Do not send a second 
payment requisition. 
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3.07 EXPENSE CLAIMS 
 
Introduction 
 
1. All staff incurring costs on behalf of the Academy should make claims using the 

expense claim procedures which are set out in this section of the manual. Expenses 
should be claimed within three months of the cost being incurred, otherwise they may 
not be reimbursed. 

 
2. Expenses include travel, subsistence, accommodation and hospitality. Where possible 

all expenditure should be sanctioned in advance by the appropriate budget holder and 
all overseas travel must be approved in advance by the Principal, the Deputy Principal 
or the Director of Finance. All staff are required to seek the best value for money in 
respect of travel arrangements and all expenses should be of a reasonable amount. 

 
3. IanAllen is the Academy’s approved supplier for both overseas and UK travel.  

 
4. All travel should be at public transport standard rate unless agreed by the Principal in 

advance. First class travel is not permitted for any airline travel. Business class air 
travel may be agreed for long haul flights, e.g. to the Far East. 

 
5. Subsistence claims should be reasonable. Alcohol bills will not be reimbursed. 

 
6. Mileage rates are only paid where it would be impractical to use public transport. 

Mileage rates are available from the payroll department and are currently 45 pence per 
mile. The start and end points of the journey should be recorded and the reason for 
driving rather than using public transport must be included 
 

7. Hospitality should only be claimed where it is to discuss a particular business project, 
to maintain an existing business connection or to form a new business connection. 
There should be fewer staff members than guests, and in general only one or two staff 
members. Alcohol consumption should be reasonable. If hospitality was offered instead 
of a fee this must be made clear on the claim form. 

 
Procedures 
 
8. Staff wishing to reclaim expenses should complete an expenses claim form. All 

expenses should be in respect of Academy business. 
 
9. Administrative staff should use the blue expenses claim form and professorial staff 

should use the pink form (available from the Finance Department). 
 
10. The claimant should enter the following details on the form: 

a) claimant’s name 
b) each item of expense claimed: 

• the date on which the expense was incurred, 
• the details of the expense and any specific event to which it relates, 
• the amount of the expense under the relevant expense heading, i.e. travel, 

subsistence, accommodation or other as appropriate. 
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11. A claim for taxi expenses must explain why a taxi was necessary, eg to transport bulky 
or heavy objects. The start and end points of the journey must be included. 

 
12. A claim for hospitality must list all attendees and indicate which are members of staff. It 

should also explain why hospitality was provided. 
 

13. A claim for travel must include the reason for travel together with the start and end 
points of the journey. 

 
14. The claimant should total the amount claimed and sign the form. 
 
15.  The claimant should attach to the claim form receipts in support of the expenses 

incurred. Expenses without receipts will not be sanctioned except where they are under 
£5.  

 
16. Per Diem rates are not generally payable as all expenses should be supported by 

receipts. However, a maximum of £5 per day within the UK and £10 per day when 
overseas, is payable for a student where there are no receipts. Any exceptions are only 
with the prior approval of the Director of Finance. 

 
Authorisation process 
 
Staff 
 
17. All staff should pass their claim forms to their Head of Department who should review 

the expenditure and authorise the claim form accordingly.   
 
18. All expenses claims also need to be countersigned by the Director of Finance.  
 
19.  Staff expenses will be reimbursed directly into their bank accounts.  
 
Heads of Department 
 
Professorial Heads 
 
20.  All professorial heads of department should pass their own claim forms to the Deputy 

Principal who should review the expenditure and authorise the claim form accordingly. 
 
21.  All expenses claims also need to be countersigned by the Director of Finance. 
 
Administrative Heads 
 
22. All administrative heads should pass their own claim forms to the Deputy Principal for 

review and authorisation. 
 

23. The Director of Finance’s and the Deputy Principals’ expenses should be 
countersigned by the Principal. 

 
24. The Principal’s expenses should be countersigned by the Chair of the Governing Body. 
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25.  Authorised claim forms will be passed to the Finance Department for processing. 
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3.08  CORPORATE CREDIT CARDS 
 
 
1. Where appropriate the Director of Finance may approve the issuing of Academy credit 

cards, in agreement with the Principal, for the payment of valid business expenses 
only. 

 
2. When the credit card statement is received by the card holder it should be checked, 

receipts attached and a credit card authorisation form completed and counter signed 
by the appropriate senior manager before being returned to Elaine Barrett in Payroll 
immediately. Forms are available from the Finance page on AIR (the intranet). 
 

3. Cards should be countersigned as follows: 
 

P Smith Director of Finance 
J Gowing Director of Finance 
N Mutton Deputy Principal 
M Mullin Deputy Principal 
K Adamson Deputy Principal (Programmes & Research) 
O Shankland Deputy Principal (Programmes & Research) 
E Mould Deputy Principal  
C Jury Deputy Principal (Programmes & Research) 
H Ionascu Deputy Principal  
J Gowing Director of Finance 
C McKiernan Principal 
J Barber Deputy Principal 

 

 
4.  Credit card bills are paid by direct debit so it is vital that the cardholder raises any 

queries regarding a statement received with the credit card company immediately and 
notifies the Accounts Manager of the problem. 
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3.09 MILEAGE ALLOWANCES 
 
 
Introduction 
 
1. Any member of staff who uses their own vehicle for Academy business can claim mileage 

allowance. 
 
2. The current rate is 45 pence per mile for the first 10,000 miles in any year and 25 pence per 

mile thereafter. Claims should be made on expense claim forms (see 3.07). 
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3.10 ASSETS – PURCHASES AND DISPOSALS 
 
 
Introduction 
 
1. The Finance Department maintains a register of all capital items, over £5,000 owned 

by the Academy. When an asset is purchased, donated or sold Finance must be 
notified of that fact. This section of the manual sets out procedures to be followed by 
staff in relation to the purchase and disposal of assets. 

 
Procedures 
 
Purchase 
 
2. The purchase of an asset should be committed and paid in accordance with section 

3.01, 3.02, 3.03, 3.04 and 3.05 of this manual. These procedures cover the raising of a 
purchase order, checking goods received and raising a payment requisition. 

 
3. In addition, the serial number of the asset and its location should be recorded on the 

copy purchase invoice before it is sent to the Finance Department for processing. 
 
4. It is important that the Finance Department is notified of both donated and purchased 

assets and this should be done by sending a copy of all the documentation, proving 
transfer of ownership, to Finance who will complete the Asset Donation form. 
Donations of Assets to the Academy should be recorded at their current market value 
(confirmation of market value should be sent to the Finance Department). 

 
5. All assets should be physically marked to identify them as Academy assets. 
 
Disposal 
 
6. Heads of Department wishing to dispose of an asset should first ascertain its cost. 

Assets which cost £2,000 or less may be disposed of by budget holders. Assets with a 
value in excess of £2,000 require the prior approval of the Director of Finance. 
Disposal of items with a value in excess of £5,000 require the approval of both the 
Director of Finance and the Principal. Heads of Departments should seek the best 
price, and where possible, two quotations for the disposal. 

 
7. Disposal of items in the prestigious collections requires authorisation by the Governing 

Body. 
 
8. When the Asset is sold a customer invoice request should be completed so that an 

invoice can be sent. Advice should be sought as to whether VAT is chargeable on the 
sale. 

 
9. Once a year, each Department Head will be given a list according to the Fixed Asset 

Register of assets held by their Department. Department Heads should physically 
verify the existence of each asset on the list and provide explanations for 
discrepancies. 

 



Financial Procedures Manual 
 

Financial Procedures Page 37 Revised June 2015 

10.  Whenever an asset with an original value in excess of £1,000 is disposed of the 
Director of Finance should be notified.  
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3.11 ASSETS – INVENTORIES 
 
 
1. The Director of Finance is responsible for maintaining an asset register for all assets in 

excess of £5,000. In addition Heads of Departments are responsible for maintaining 
inventories of all instruments. The inventory must include all items whether bought, 
donated or held in trust. 

 
2. Inventories should be checked annually by the Head of Department and be maintained 

in the following form: 
 

Description 
Serial number 
Date of purchase/acquisition 
Capital cost or current market value if donated 
Purchased/donated/held in Trust 
Location 
Date disposal approved by Director of Finance 
Date of Disposal 
Income from Disposal 

 
A copy of the inventory should be sent to the Director of Finance as at 31 July each 
year. 
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3.12 AWARDS AND BURSARIES 
 
 
Introduction 
 
The Academy makes a number of scholarship and bursary awards each year, dependent 
on funding resource. 
 
December Awards 
 
1. Auditions for entry to the Academy are held at the beginning of December for entry in 

the following Autumn. At this time, a select number of prospective students play to a 
Special Board, comprising the Principal, Deputy Principals and relevant Head of Study, 
to be considered for an award from the Academy as an enticement to entry. 

 
2.  Special Board’s considerations are discussed at the Admissions Board and decisions 

are made as to the number and level of awards. The Registrar and Admissions Officer 
record the award details on a spreadsheet. Some awards are made for the whole 
period of the student’s stay at the Academy. In such cases, the Registrar records this 
fact in a comment box and brings forward the amount of the award automatically when 
he creates his spreadsheet for the following year.   

 
3.  The Admissions Officer notifies successful students about the level of their December 

awards.   
 
4.  Each letter gives an award acceptance deadline of 31 January. This date is also the 

deadline for acceptance of a place. 

Other Fees and bursary awards 
 
5.  On being offered a place at the Academy, every new Postgraduate (PG) and/or 

Overseas (OS) student is sent a bursary application form, irrespective of any 
December award they may already have been offered. At the beginning of January, the 
form is pigeon-holed to current PG and OS students. Musical Theatre students but 
Home fee Undergraduates are excluded.   

 
6.  Such students who wish to apply for bursary funds (primarily towards fees, but also 

towards maintenance) must return their completed form to the Registry by 31 January.   
 
7.  The Admissions Officer builds up a Spreadsheet of Bursary Applications (SBA) by 

department based on details of applications received. In particular, he enters details of 
the amount of funds requested by each student and the value of any December award 
(per the Registrar’s December awards spreadsheet). A blank column is set up, headed 
‘Further Award’.   

 
8.  The SBA is compiled by mid-February.  A copy of each departmental section of the 

SBA is then sent out to the relevant Head of Department (HOD), Tutor, and 
Department Administrator who prioritise each of the applications according to a varied 
system of merits.  Each annotated departmental section of the SBA is then sent back 
to the Registry by the 4th week in February.  
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9.  Meanwhile, the Registrar has evaluated, based on budget details received from the 
Senior Financial Planning Officer in the previous Spring, the total amount of funds 
available to spend on fee or other awards from the various agreed sources of budgeted 
income. The Senior Financial Planning Officer liaises with the Registrar to double 
check the calculations. A contingency of approximately £10,000 is set aside from the 
funds available and given to the Deputy Principal to spend on hardship bursaries later 
in the academic year once the major autumn bursary exercise is complete.   

 
10.  A Bursary Committee, comprising the Deputy Principals, Registrar, Admissions Officer, 

an Undergraduate tutor, a Postgraduate tutor, and, by annual rotation, two Heads of 
Departments, then meet to make awards to PG and Overseas students based on 
application data, as summarised on the SBA.     

 
11. Once all the ‘Further Awards’ have been made, a summary total is established and any 

overspend is pared back until there is a nominal overspend of about £20,000. This is 
allowed in the knowledge that certain funded offers will be turned down. 

 
12.  By mid March, the Registry is in a position to write to students and notify them whether 

or not they were successful in their award application, and, if so, how much they have 
been awarded. (Note, any amounts awarded in December are excluded from details 
reported in these letters.) In particular, the letters state the following: 

 
1) that the award is not available to be set against the fee deposit; 
2) that the student may be required to do some work for the Academy (to an extent in 

keeping with the award value); 
3) that the award will be earmarked for fees unless it takes the student over the fee 

threshold, in which case, any balance will be paid out as maintenance.   
 

13.  Students are then asked to sign an award acceptance form and return it to the 
Registry.   

 
14.  In late spring, the Senior Financial Planning Officer supplies the Registrar with a 

breakdown of budgeted Legacy Pool funds available to spend by named account. (To 
that date, summary budget totals only will have been supplied.) 

 
15.  The Registrar creates a spreadsheet which shows the total money allocated from each 

named account to fund either a prize (exam, competition, discretionary) or a bursary. 
Amounts allocated from a particular named account are kept within the limit of 
budgeted funds available on that account. The Registrar then has a breakdown of 
Legacy Pool funds, by named account, which he has available to spend on 
fee/maintenance bursary awards, in particular.  

 
16.  In October of the Academic Year for which the awards have been made (i.e. once 

student numbers have settled down and awards figures are 99% firm), the Registrar 
allocates funds from the RAM Foundation and Legacy Pool against student awards 
made, as shown on the SBA. (Note that a few External awards were allocated to 
student names at the time of the Bursary Committee meeting in February.)   

 
17.  Three new columns are created on the SBA showing, for each student, the proportion 

of their award to be funded from RAM Foundation, Legacy Pool, and External awards.  
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The total of these three columns should equal the total value of their award (including 
any amount awarded in December). A comments box lists the breakdown of the total 
shown in the ‘Legacy Pool’ and ‘External Award’ column by fund informing the Finance 
Department which fund(s) to charge the award to together with the relevant account 
codes.   

 
18.  Once student numbers and awards have stabilised in late autumn, a copy of the SBA is 

passed to the Payroll Supervisor who then annotates it to show how much of each 
award made is required to set against fees. This figure will equal the value of fees 
unpaid, or the value of the award, whichever is smaller. Any excess of award made 
over balance of fees outstanding will be paid out as maintenance (usually in three 
termly payments).   

 
19.  The Payroll Supervisor requests a cheque to be paid from the Awards company, for 

entry to the Fees and Charges system, to the value of the total fees awards made. This 
cheque is charged to a suspense account in the Awards company, pending analysis of 
the total amount awarded by named account code.   

 
16.  The annotated SBA is passed to the Accounts Assistant who prepares a list of 

maintenance awards to be paid out (in three equal instalments, one per term). These 
awards are processed in the normal way via a cheque run. Students are carded once 
cheques are ready and are required to sign the maintenance payment list once they 
collect their maintenance cheque.   

 
17.  The Accounts Assistant then obtains an electronic version of the SBA file from the 

Registrar and enters the split of each student award according to the proportions of 
fees and maintenance specified by the Payroll Supervisor. Data in the comment boxes 
should tally with data in the ‘Legacy Pool’ and ‘External Award’ columns. It is reviewed 
to ensure that awards have been correctly classified as ‘Legacy Pool’ or ‘External’ and 
that summary amounts on these two columns agree with total budgeted funds available 
to spend. The two halves of the spreadsheet (fee/maintenance analysis, versus fund 
analysis) must balance.   

 
18.  The amended SBA is then passed to the Senior Financial Planning Officer for a final 

review.   
 
19.  On approval by the Senior Financial Planning Officer, a new ‘Account Code’ 

spreadsheet (ACS) is prepared which lists the awards data by account code and then 
by student, broken down according to whether fees or maintenance. Summary totals 
on this spreadsheet must equal those on the SBA.   

 
20.  The SBA is used as the basis of a Financial Accounting system journal which debits 

each of the named Awards accounts with the value of the fees award made, by 
student, for the current academic year, and credits the Suspense Account with the total 
value of fees awards made (as previously paid over to the Fees and Charges system). 
The Assistant Accountant processes the journal.  

 
21.  The Senior Financial Planning Officer then prepares a position statement which 

summarises the amount of awards allocated for the year (maintenance awards and 
prizes for terms 2 and 3 will not yet have been paid out). The Awards company ledger 
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is printed out and every payment to date is slotted into a summary total award category 
on the position statement. Account is also taken of those awards it is known will be 
made in the remainder of the academic year, but which have not yet been paid out. A 
balance of funds unspent for the year is then computed and reported to the Registrar, 
Deputy Principal and Director of Finance.   

 
22.  The £10,000 Contingency Funds set aside for disbursement by the Deputy Principal 

during the academic year are awarded on receipt of ad hoc applications for hardship 
funds. The Deputy Principal, Registrar and Admission’s Officer meet to discuss the 
applications and to decide upon the award to be made. The Deputy Principal’s 
Assistant notifies each student of the value of their award. The Deputy Principal’s 
Assistant keeps a control total of funds awarded in order that the £10,000 limit is not 
breached. Each letter is copied to the Senior Financial Planning Officer and Accounts 
Assistant. The Accounts Assistant generates a cheque based on the letter. The student 
signs the payment requisition on receipt of their money.   

 
23.  The Senior Financial Planning Officer prepares three positions statements in 

December, May and at the year end in order to update the Registrar and Deputy 
Principal on the amount of funds they have still left to spend.   

Competition Prizes, Exam Prizes and June discretionary prizes 
 
24.  In late Spring prior to the academic year for which awards are to be made, the Senior 

Financial Planning Officer supplies the Registrar with a breakdown of budgeted Legacy 
Pool funds available to spend for that year by named account.  

 
25. The Registrar creates a spreadsheet which shows the total money allocated from each 

named account to fund either a prize (exam, competition, discretionary) or a bursary.  
Amounts allocated from a particular named account are kept within the limit of 
budgeted funds available on that account. The Registrar then has a breakdown of 
Legacy Pool funds, by named account, which he has available to spend on 
competition, exam, and June discretionary prizes.   

Competition prizes 
 
26.  Competitions are administered throughout the academic year by the Concerts & Prizes 

Administrator. At the beginning of each Academic Year, the Registrar and Concerts & 
Prizes Administrator agree upon fee rates to be paid to adjudicators, invigilators and 
accompanists. Current rates are as follows: 

 
Person Rate Notes 
Adjudicator £90/half day £150/full day Plus travel expenses, if 

requested 
Invigilator £30/half day £60/full day Extra hours at hourly 

professorial rate 
Accompanist £25.14 per 

hour 
  

 
27. A letter of engagement is sent out to each adjudicator once fees have been agreed.  

Adjudicators are paid by invoice (unless they work for the Academy), whilst invigilators 
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and accompanists are paid via the payroll. The Concerts & Prizes Administrator 
prepares the necessary documentation requesting that the required payments be 
made.   

 
28. Prior to the end of each term the Concerts & Prizes Administrator liaises with the 

Registrar regarding the value of each prize. The Concerts & Prizes Administrator 
prepares a list of prizes to be paid out and sends it to the Accountant in order that 
cheques can be supplied to the winners. The Concerts & Prizes Administrator enters 
details of the winners plus prize values on a spreadsheet, the total of which will give 
the actual spend on competition prizes at the end of the academic year.   

Exam prizes 
 
29.  Exam prizes are awarded at the end of the summer term by the exam panel who 

adjudicated the exam related to the prize. A member of the panel fills in a form 
notifying the Registrar of their decision. The Registrar enters details of exam prize 
winners on a separate spreadsheet and decides how much to award each winner. A 
copy of the spreadsheet is sent to the Concerts & Prizes Administrator and to the 
Accountant who arranges the payment of the prize money in the normal way. The 
cheques are given to the Concerts & Prizes Administrator to be handed out to the 
winners, together with a prize certificate.  

June discretionary prizes 
 
30.  In June of each year, a number of small discretionary prizes are awarded to deserving 

students. Heads of Department nominate students for awards. The Deputy Principal 
and Registrar meet to discuss the nominations and make the awards. The Registrar 
enters details of discretionary prize winners on a separate spreadsheet and decides 
how much to award each winner. A copy of the spreadsheet is sent to the Accountant 
who arranges the payment of the prize money in the normal way. The payments are 
made by BACS in the final week of the academic year, except for the ‘top’ awards 
which are given out as cheques at Graduation and must remain confidential until that 
time.  

Access Funds 
 
31.  Access funds are disbursed by the Deputy Principal and administered by his Assistant.   
 
32.  The funds are not available to be set against fees. They can only be given to UK 

students, and, where undergraduate, those students must have taken out a full student 
loan for the whole academic year to which the funds relate.   

 
33.  Applications are made during the academic year in question. Students must complete 

an application form and supply a copy of their most recent bank statement.   
 
34.  The Deputy Principal assesses each application and makes an award as he sees fit. 

The Deputy Principal’s Assistant prepares a letter of award and records the student’s 
name and award amount on a spreadsheet. Copy letters are sent to the Accountant 
and are processed for payment in the normal way. 
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35.  The Deputy Principal’s Assistant prepares a return to HEFCE in October showing the 
distribution of Access funds for the year. If more than 10% of the funds have not been 
distributed then they may need to be returned to HEFCE. The Senior Financial 
Planning Officer reviews the return before submission to HEFCE.    
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3.13 DEVOLVED INPUT OF PAYMENT REQUISITIONS 
 
 
1. For departments with approval to input purchase invoices into Sage themselves, 

currently Library, Estates and General Office, the procedures detailed below should be 
followed. 

 
2. The Director of Finance must authorise invoices over £2,000 before they are input into 

Sage.  
 
3. Credit notes should be put into a separate batch to invoices. Wherever possible 

disputed invoices should not be passed for payment until a credit note has been 
received. They should then be submitted to Accounts at the same time. 

 
4. Before entering information on Sage, create the Excel Add List, which will be attached 

to the batch of invoices. No more than 20 invoices should be included in a batch. The 
Add List is a table giving each vendor and total on each invoice, together with the total 
(in blue, below) of all invoices and the batch number (in red below; this number is 
Sage-generated, step 5). This should be saved so it can be e-mailed to Finance at the 
end of the process. 

 
PI2716   
   
381.24 Dawson books 

280.6 Academy Chimes 
1060.87 Academy Chimes 
-177.83 Secol  
899.24 Secol  
294.13 Secol  

2738.25   
 
Entering invoices on Sage 
 

1. Click the start menu, programs, Sage, line 500 client 
 
2. Drop down file menu, connect, accept default connection 
 
3. Enter user name and password  
 
4. Expand Royal Academy of Music group, and choose Purchase ledger invoices 
 
5. Invoice entry/posting screen press F6, this gives you the batch number. This 

number is the number which is entered on the Add List, it should be Pl NNNN 
(4 numbers generated by the system). 

 
6. In the control amount field enter the batch total. 
 
7. The Default Eff. Date should be entered as the day the invoices are entered, i.e. 

the present day. Press Return. 
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8. In the ‘Invoice’ field enter the vendor’s invoice/credit note number. 
 
9. The ‘Supplier’ field must be entered. To obtain the correct supplier, first check that 

CAPS LOCK is on, enter R followed by the first four letters of the suppliers name 
(eg. RACAD for Academy Chimes) and press ‘F2 – Browse’, search for the 
correct supplier and double-click on that supplier. 

 
10. Generate the Our Reference field by pressing F7 (for credit notes), or F6 

(invoices). The number created should then be noted on the payment requisition 
form in the Voucher No. field. Fill out the payment requisition form/stamp at this 
stage. 

 
11. If the Supplier does not exist then contact the Assistant Accountant to request that 

the supplier is verified and set up. 
 
12. Once chosen, press Return to proceed. 
 
13. In the Authoriser field, drop down the menu and choose any of the options.  

Press Return to proceed. 
 
14. In the Invoice details screen the invoice date should be input into the Invoice Date 

field, the invoice amount should be input into the Value field and today’s date 
should be input into the Effective Date field. The due date field should be left 
empty. Press Return to continue. 

 
15. Enter the ‘G/L code’ e.g. 1-01-1101. 
 
16. Enter the value of the invoice and press Return. 
 
17. Press F7. Fill in the narrative as required and then press Return. The narrative is 

what will appear on your monthly print-out, so make it meaningful to you. 
 

18. For long term maintenance press F8. In the left hand field press F2 and select the 
appropriate code depending on the building in which the work was done. In the 
right hand field input the job code on the payment requisition. Press enter and 
check the code in the pop up box, if incorrect press enter and F8 again to adjust, 
but if correct just press enter again. 

 
19. Press Return. This should take you back to the first Invoice entry/posting screen 

where the next invoice can be entered. 
 
20. It can be seen that there is now an amount in the Batch Amount field and in the 

Items field. The Batch Amount should equal the Control Amount once all the 
invoices have been input. The Items number should equal the number of invoices 
that have been input. 

 
21. Once all the invoices have been input and the control amount and the batch 

amount are equal, press Esc. 
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22. This leads to just the top half of the Invoice entry/posting screen showing. Press 
F10 followed by Return to print the batch that has just been input. 

 
23. Once printed, press Esc and then Esc again to exit the Invoice entry/posting 

screen. 
 
24. The invoices, the printout of the batch should then be passed on to the 

appropriate Authoriser in Accounts whilst the add list should be e-mailed to 
Accounts. 

 
25. The Authoriser should then check all the information and if correct, post the 

invoices, if not correct, the information should be given back to the inputter to 
change and amend. 
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3.14  USE OF ACADEMY ACCOMMODATION (not available during theatre 
redevelopment)   
 
 
1. Departments wishing to use Academy flats will need to book these with the Estates 

Manager’s Assistant giving the name and address of the individual to be charged.  
 
2. Where the user of the accommodation is undertaking work for the Academy and is 

being paid via the payroll then the department may choose to meet the cost 
themselves, if there is sufficient budget. In this case the departmental code must be 
given to the Estates Manager’s Assistant at the same time. Any tax liability that may 
arise will be a cost to the department concerned. 

 
3. In the case of an overseas entertainer then the department may still choose to meet 

the cost themselves, budget permitting. The departmental code must be given to the 
Estates Manager’s Assistant at the same time and any tax liability that may arise will 
be a cost to the department. 

 
4. If the user of the accommodation is a supplier and is not being paid through the payroll 

then they must be sent the invoice. If the department still wishes to reimburse them 
then the supplier must invoice the department for the cost of the accommodation, 
having first paid the bill themselves. This is to ensure that there is proper accounting 
for the tax. 

 
5. At the end of each month the Estates Manager’s Assistant will send a list of 

people/departments to be charged to Accounts, showing the names, addresses, 
account code, total charge, name of administrator. 

 
6. Accounts will pass a copy of the list of internal recharges to payroll to deal with the tax. 
 
7. Payroll will advise the Accounts Assistant of the tax position for the internal recharges 

at which stage the Accounts Assistant will journal the internal recharges and raise 
sales invoices for external charges. 
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4.00  INCOME AND CASH 
 
 
4.01 INCOME NOTIFICATION  
 
 
Introduction 
 
1. There will be instances within the Academy when it is necessary to raise invoices for 

customers using the services of the Academy, for example room hire and catering 
functions. This section of the manual sets out the procedures to be adopted for raising 
customer invoices.  

 
2. For departments undertaking devolved input of sales invoices, currently Junior 

Academy, Events and General Office, refer to 4.11 as well. 
 
Procedures 
 
3. Once a sale has been agreed verbally with a customer, the person responsible for the 

services should produce a written contract or letter confirming terms of the sale or 
services to the customer. Copies should be kept in a file. 

 
4. When income becomes due to the Academy the person responsible for the services 

should complete a Customer Invoice Request Form (CIR), available on the intranet, 
AIR, from the Finance web page. 
a) the name of the person/organisation who should be invoiced 
b) the address to which the invoice should be sent 
c) contact name and telephone number 
d) the date on which the event or services took place 
e) the details of the service 
f) the accounts code to which the income should be credited 
g) the amount to be invoiced 
h) VAT - if applicable, should be shown on a separate line, with no account code. Any 

queries as to whether VAT is chargeable should be addressed to the Accounts 
Manager. 

 
5. The form should be signed, dated and passed, either by e-mail or paper copy, to the 

Finance Department where an invoice will be raised and sent to the customer. It is the 
department’s responsibility to code the items on the CIR. 

 
6. The Finance Department is responsible for raising the invoice and sending it out to the 

customer.  
 
7. If an invoice must be cancelled at a later date, the originating department should notify 

the Finance Department of the cancellation. 
 
8. The Finance Department is responsible for debt collection. However, where an invoice 

remains unpaid after 60 days, the assistance of the department may be sought to 
collect the debt. 
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4.02 RECEIPT OF MONIES 
 
 
Introduction 
 
1. This section of the manual sets out the procedures for the handling of all cash and 

cheques received by a department. 
 
Procedures 
 
2. When a department receives a cheque, it should be checked to ensure that it has been 

correctly filled out. If incorrect, it should be returned for amendment. 
 
3.  Remittance Advice books can be obtained from Finance Department. 
 
4. A Remittance Advice (RA) should be completed for all cash and cheques received, 

(see attached Proforma for details). The coding of each item on the RA is the 
responsibility of the Budget Holder. A list showing each cheque received (date, 
amount, drawer, description, budget code) should be attached to the RA. The total 
amount per the list should agree to the total value of cheques shown on the RA.  
Foreign currency cheques should be shown as a separate remittance advice. 

 
5. The RA and cash and cheques should be passed to the Finance Department as soon 

as possible, it is important that monies received are banked in a timely manner. Any 
monies held within departments prior to banking must be kept securely and must not 
exceed the insurance limits. The Finance Department should agree remittance details 
against supporting receipts and the RA should be signed by both parties as evidence 
of receipt. 

 
6. The book, once signed by accounts, will be returned to the department. 
 
7. If the cheque is a refund from a supplier who has been paid twice in error then this 

should be highlighted to the Finance Department when the cheque and RA are passed 
to them. 
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4.03 PETTY CASH IMPRESTS 
 
 
Introduction 
 
1. There are a number of petty cash floats held throughout the Academy. These floats are 

all handled on an imprest basis. Under this system the value of the float is fixed, and at 
any one time will equal the amount of cash held plus the amount of vouchers awaiting 
reimbursement. 

 
This section of the manual details the value of floats to be assigned to various 
departments within the Academy. 

 
Procedures 
 
2. The following departments are allocated petty cash floats: 
 
 Department    Float (imprest) value 
   £ 
 Finance (Payroll Supervisor) 500 
 Finance (Senior Accounts Clerk) 500 
 Canteen (Catering Manager) 200 
 General Office 50 
 
3. Floats may be used to fund emergency items of expenditure and other small items of 

expenditure less than £20. 
 
4. Floats should be kept locked away at all times. 
 

Other Floats 
 
5. The following departments are allocated general floats: 
 
 Department     Float value 

   £ 
Library 40 
Canteen 230 

 Bar 110 
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4.04 PETTY CASH FLOAT REIMBURSEMENT AND RECONCILIATIONS 
 

 
Introduction 
 
1. This section sets out the procedures for reimbursement and reconciliations to be 

performed by departments who handle petty cash floats. Float Handlers should claim 
reimbursement from the Payroll Supervisor.  

 
Procedures 
 
2. All petty cash disbursements should be supported by a Petty Cash Voucher (PCV), 

available from the Printer. The PCV should be authorised in advance by a department 
head and countersigned by the Director of Finance or the Deputy Principal where the 
claimant is the department head. The PCV should be coded by the Budget Holder and 
should be supported by receipts and should be signed by the payee once it has been 
reimbursed. 

 
3. When a float requires reimbursement, a petty cash reconciliation should be performed 

by the person responsible for handling the float. The reconciliation should be laid out 
as in the attached example. 

 
4. A copy of the reconciliation should be passed to the Finance Department together with 

supporting PCV’s. 
 
5. The Payroll Supervisor should check the PCV details to supporting receipts and ensure 

that appropriate signatories have been obtained. Details of expenditure requiring 
reimbursement should be checked to PCV’s. 

 
6. The Float Handler should bring the float with the reconciliation and PCV’s to the 

Finance Department. The Payroll Supervisor should count the float and agree the 
details to the reconciliation. 

 
7. Once agreed, the Payroll Supervisor should sign the reconciliation and reimburse the 

cash. Where the Payroll Supervisor is claiming reimbursement the Assistant Accounts 
Manager should also write a cheque for reimbursement. 

 
8. The reconciliation should be signed by the float handler to acknowledge receipt of 

reimbursement. The float handler should keep a copy of the reconciliation. 
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4.05  PETTY CASH RECONCILIATION SCHEDULE 
 

ROYAL ACADEMY OF MUSIC 
  
DATE: 
DEPARTMENT: 
 
                                                                                      £ 
a) Imprest Value                                          
 
b) Less total value of expenditure 
 requiring reimbursement                                            ---------      
 
c) 
 
d) Physical Cash Held 
 
 Difference d) - c) 
 
 Reimbursement Required. 
 
 
N.B. (1) The total value of expenditure requiring reimbursement,  
  b) should be supported by Petty Cash Vouchers with receipts attached. 
 

(2) The difference, d) - c), should be zero. If it is not zero, an explanation should be 
provided. 

 
 (3) The amount of physical cash held, d), should agree to the float count. 
 
 
 
SIGNATURE:  DATE: 
(CHECKED BY) 
 
 
SIGNATURE DATE: 
(REIMBURSEMENT 
RECEIVED) 
 
 
FOR FINANCE DEPARTMENT USE ONLY 
 
REIMBURSEMENT CHEQUE NUMBER: 
 
BATCH NUMBER: 
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4.06  PETTY CASH CLAIMS 
 
 
Introduction 
 
1. All staff incurring costs on behalf of the Academy should, in general, claim expenses 

using the Expenses Claims procedure. 
 
2. Payments using petty cash can be made but these are limited to minor items of 

expenditure of less than £20. In exceptional circumstances where urgent 
reimbursement is necessary for items over £20 then this must be as approved by either 
the Director of Finance or the Accounts Manager. 

 
3. A receipted voucher must support all expenditure, wherever possible. 
 
Procedures 
 
4. Staff needing to reclaim minor items of expenditure of less than £20 should do so using 

the petty cash claim system. All expenditure should be in respect of Academy 
business. 

 
5. The claimant should enter on a petty cash form:- 

a) the date on which the expense was incurred; 
b) details of the expense and any specific event to which it relates (vague or general 

wording, eg taxi fare will not be accepted); 
c) the amount of the expense. 

 
6. The claimant should attach receipts in support of the expenditure. 
 
Authorisation process 
 
7.  All staff should pass the petty cash forms to their Head of Department who should 

review the expenditure and authorise and code the petty cash form accordingly. 
 
8. Heads of Department should ensure that the Director of Finance or the Deputy 

Principal countersigns their own claims. 
 
9. The claimant should hand the petty cash form to the float handler and receive cash 

reimbursement. 
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4.07 CREDIT AND DEBIT CARD TRANSACTIONS 
 
 
1. The Royal Academy of Music accepts credit and debit cards. 
 

They are accepted in the following departments: 
 
1.  Accounts 

Payment of tuition fees 
Payment of Sales Ledger Invoices 

 
2.  General Office 

Concert income 
Payment of locker deposits 
Library fines/deposits etc. (via General Office). Students must inform the 
library first who will then contact the General Office. 

 
3.  Registry 

Application fees 
 

4.  Instrument Loans 
 For deposits and insurance premiums. 

 
Charges will be added to all the above according to the type of card that is used. 
 
5.  Museum Shop 

Payment of merchandise 
 

6.  Development Department 
Payment of events 

 
7.  Bar 

Cash back is not allowed in any circumstances 
Transactions over £10 only but Credit Cards can be left behind the counter in 

order to accumulate costs of £10 
Bar prices have been adjusted to account for the credit card charges. 

 
Any department taking credit and debit card payments must keep the data 
secure at all times. 

 
Paying in person: 
 
2. Take the card and either swipe the card or enter the card number to start the 

transaction. Follow the instructions as shown on the machine display. Keep one receipt 
and hand the copy to the cardholder. Ensure the correct copy is retained. The sheet 
summarising the card details (name, last 4 digits of card number, amount, posting 
code, reference) should be completed. Other summary formats may be used once 
agreed with the Finance Department. At the end of each day that the machine has 
been used a machine reconciliation should be undertaken. The printout should be 
attached to the summary sheet together with the individual receipts and passed to 
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Accounts for processing. Full card details should not be kept within departments and 
the card receipts must be kept secure at all times.  

 
Paying over the phone 
 
3. Follow instructions above for paying in person, except the customer copy of the receipt 

should be posted to the card holder along with confirmation of what the payment was 
for. 

 
Retention of Transaction Receipts 
 
4. Receipts for credit and debit card transactions should be destroyed upon 

reconciliation of the receipt with the bank statement. Therefore, when sales 
ledger cash batches or cash management receipts batches are checked and 
posted any credit card machine receipts should be removed. 

 
Card machine receipts should be put in secure shredding bags (note: not to 
overfill bags) and kept in the store room. 
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4.08 GIFT AID 
 
Introduction 

1. Gift aid is tax relief on money donated to UK charities. Her Majesty’s Revenue & 
Customs treats donations as if the donor had already deducted basic rate tax from 
them. The charity can then reclaim this tax to increase the value of a donation. 

Gift aid rules 

2. Donors must 
• pay enough UK income tax and/or capital gains tax themselves to cover the amount 

of tax the charity will reclaim  
• give the charity a gift aid declaration, which should include  

- their name 
- their home address 
- the charity’s name 
- details of the donation – saying that it is a gift aid donation 
- confirmation that they have paid UK tax – to cover the tax the charity will 

reclaim.  
 

3. A declaration can be made to cover individual donations, a series of donations, 
donations made during a specified period or to cover all future donations. They can 
also be backdated for up to 6 years prior to the date of the declaration provided the 
donation was made since 6 April 2000.  

 
4. Payments under Gift Aid are not allowed to be given in aid to a specific student. 
 
5. Gifts can be made for a prize/an award/a particular department/bursary funds/ a 

particular project and general donations. 
 
6. Gift Aid forms can be obtained from the Development Department. They should be 

sent together with any donation received to the Finance Department, who will reclaim 
the tax. For further information see Part 2 23.10. 
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4.09 GIFTS AND HOSPITALITY 
 
 
Introduction 
 
1. It is an offence under the Prevention of Corruption Act 1906 for members of staff to 

accept any gift or consideration as an inducement or reward for doing, or refraining 
from doing, anything in an official capacity or showing favour or disfavour to any person 
in an official capacity. The guiding principles to be followed by all members of staff 
must be: 
a) the conduct of individuals should not create suspicion of any conflict between their 

official duty and their private interest 
b) the action of individuals in an official capacity should not give the impression (to 

any member of the public, to any organisation with whom they deal or to their 
colleagues) that they have been (or may have been) influenced by a benefit to 
show favour or disfavour to any person or organisation. 

 
Procedure 
 
2. If a member of staff is in the position of being offered a gift or hospitality then he/she 

may accept minor gifts if the acceptance does not cause any conflict between their 
official duty and their private interest. If there is any doubt then it should be declined. 
Any major gifts or hospitality should be referred to the Director of Finance as 
clarification will be needed from the Senior Management Team. 
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4.10  COSTING AND PRICING POLICY 
 
 
Introduction 
 
1. Since 2000 the Academy, along with other Higher Education Institutions, has been 

required to make annual returns to HEFCE regarding the costs of various activities 
under the TRAC methodology (Transparent Approach to Costing). The costs are 
derived from the annual accounts and are split into Teaching, Research, and Other 
core activity. It is increasingly informing the public funding of higher education. 

 
TRAC has provided information on the full long-term costs to institutions of their main 
publicly-funded activity and the sustainability of higher education.  
The costing methodology also enables the Academy to produce data on full economic 
costing, i,e, the full cost of a project or activity and this can be used in determining 
prices. 
 
The TRAC return is completed by the Senior Financial Planning Officer. 

 
2. For any new activities it is essential that the costs and price are established before the 

activity proceeds. This should be done via the Senior Financial Planning Officer. For 
further details see Part 2 13.98. 
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4.11  DEVOLVED INPUT OF SALES INVOICES 
 
 
1. For departments with approval to input sales invoices (i.e. invoices for goods/services that 

the Academy have supplied to internal/external customers) into SAGE themselves; 
currently the Junior Academy, External Bookings and the General Office, the following 
procedures should be followed. 

 
Procedures 
  
2. Customer details input to the system should include name, address, contact number, sales 

type and credit limit.  Details should be taken from the Customer Invoice Request Form, 
CIRF. All CIRFs should then be sent to the accounts department for checking. 

 
3. The customer’s sales ledger code number should be derived by having an ‘R’ and then 

taking the first four characters of the surname or company name. 
 
4. The inputting of the sales ledger invoice should be in accordance with sections 4.12, 4.13 

and 4.14. 
 
5. The hard copy print (Invoice Check Report) should accompany the CIRF sent to the 

accounts department. The Invoice Check Report and the CIRF will be checked by the 
Finance Department before invoices are produced. 

 
6. Departments will receive an Aged Debtors report from the Finance Department on a 

monthly basis and it is the responsibility of the department to chase outstanding debts (see 
4.16).  
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4.12 INPUTTING SALES INVOICES/CREDIT NOTES (DEVOLVED INPUT) 
 
 
• Go to ‘Sales Invoicing’. 
 
• Go to ‘Tasks’. 
 
• Go to ‘Sales Invoices’ or ‘Sales Credits’, depending on the type being entered. 
 
• Press ‘F6-Generate’ to obtain a system generated invoice number or credit note 

number. 
 
• An ‘Input label requirements’ screen appears which shows the system generated 

‘Invoice No.’ or ‘Credit Note No.’ this should be noted. 
 
• The ‘Date Received’ field should be input on the day or as the last date of the month 

in question. 
 
• The ‘Effective Date’ field should be input on the day or as the last date of the month 

in question. 
 
• The ‘Customer Number’ field then needs to be filled. Press ‘F2-Browse’ to search 

for a customer. A selection box will appear allowing the option of searching either by 
‘Customer Code’ or ‘Alpha’, choose the ‘Alpha’ option. This will bring up a list of all 
the Accounts Receivable customers. Choose the appropriate customer and then 
press ‘Return’. 

 
• Check the address details. If different then change details on the customer 

maintenance screen in the ‘Accounts Receivable’, ‘Create/Amend Master Files’, 
‘Customers’. 

 
• Press ‘Return’ twice to accept the address details. 
 
• The ‘Order Lines’ screen now appears; this is where all the invoice details are input. 
 
• In the first line, press the ‘Tab’ button to move to the next field, which is the ‘Product 

Column’. 
 
• Press ‘F2-Browse’ to search for the ‘Service’ that the invoice is for. Choose the 

appropriate service (one service must be selected) and then press ‘Return’. 
 
• Press ‘Return’ again. 
 
• A ‘VAT Details’ screen appears. 
 
• In the ‘Quantity’ field, the quantity should be entered, which on the majority of 

occasions will be 1 (one). Then press ‘Return’. 
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• If VAT is included enter the VAT code as ‘ROV’. If there is no VAT then the code is 
‘RZO’.  

 
• The ‘List Price’ field then needs to be filled. This shows the cost of the service (i.e. 

invoice amount).   
Note 1: For sales credits/credit notes enter amounts in as a positive number.  
Discount amount should be ‘0’ not ‘FOC’ (free of charge). Then press ‘Return’.  
Note 2: Remember to enter the net figure if VAT is to be calculated. Upon pressing 
‘Return’, the VAT is automatically calculated with the gross figure shown at the top.   

 
• Check the discounted price highlighted is the same as the sales invoice. Select F7 – 

Code to check the N/L code and to amend if necessary. Type in code and ‘Return’. 
 
•  This then goes back to the ‘Order Lines’ screen. 
 
• In the ‘Wh’ column, in the next row, type in ‘di’ and press ‘Return’ if a unique 

comment is required, or press ‘F2-Browse’ to select a regular comment. Choose the 
appropriate comment and press ‘Return’. 

 
• Add all the services and comments that are needed as appropriate. 
 
• Ensure if VAT was involved, that the Gross amount includes the VAT. This is 

because when you check Unprinted Invoices, the VAT does not show up. 
 
• Once the invoice/credit note details are correct press ‘Escape’. DO NOT PRINT 

unless it’s a once off invoice & the invoices are aligned. Then press ‘Return’ to 
accept the invoice or credit note. 

 
• Important Note: Printing will post details automatically. Therefore only print once 

invoices have been checked. To check invoices inputted, follow the procedures: 
‘Check unprinted invoices’. 
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4.13 CHECKING UNPRINTED INVOICES/CREDIT NOTES (DEVOLVED 
INPUT) 

 
 

• Go to ‘Sales Invoicing’. 
 
• Go to ‘Tasks’. 
 
• Go to ‘Check Unprinted Invoices’. 
 
• Press ‘CR - Accept’. 
 
• Select ‘F11 – View’ to view on screen or ‘Submit’ to print. Ensure the paper Type 

says ‘Report’. 
 
• Note:  Invoices with VAT do not show up on the unprinted invoices but they will print 

out on the invoice if the Gross total on the invoice input screen included the VAT. 
 

Amending Details 
 
• Go to ‘Sales Invoicing’. 
 
• Go to ‘Tasks’. 
 
• Go to ‘Sales Invoices’ or ‘Sales Credits’, depending on the type being entered. 
 
• Go to ‘Browse’. 
 
• Select ‘Orders’. 
 
• Scroll down and select the invoice number that you wish to amend. ‘Enter’. 
 
• Check the details and follow the same procedures as if you were creating the 

invoice.  Amend any sections that you need correcting. Once the invoice/credit note 
details are correct press ‘Escape’. 

 
• Again DO NOT PRINT. Then press ‘Return’ to accept the invoice or credit note. 
 
• Important Note: Printing will post details automatically. Therefore only print once 

invoices have been checked. To check invoices inputted, follow the procedures: 
‘Check unprinted invoices’. 
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4.14 POSTING & PRINTING INVOICES (DEVOLVED INPUT) 
 

• Feed invoices in the printer. 
 
• Go to ‘Sales Invoicing’. 
 
• Go to ‘Tasks’. 
 
• Go to ‘Invoice/Credit Print’. 
 
• Change the ‘Invoice Date’, and the ‘Effective Date’, to the last date of the month in 

question. The ‘Last Despatch Date’ should be left to the default date. 
 
• To check whether the invoice date is the Month End Date. You can print out just the 

one invoice by typing in the ‘Customer Number’ i.e. 0000314 to 0000314. 
 
• Press ‘Return’. This should now send all the outstanding invoices to print and post 

all the invoices as well. 
 
• Ensure the status of the printer does show ‘waiting’, not ‘deferred’. If it shows 

Deferred, select ‘F2 – Switch’.  This will change the status.  Submit. 
 
• Note 1: Each time you print and tear the printout ensure that you feed the invoices in 

the printer again from scratch. 
 
• Note 2:  Invoices will be printed out first and then the credit invoices will be printed. 

Therefore invoices will have to be fed into the printer again and the procedures for 
printing followed again. 

 
The invoices should then be sent out.  
 
Chasing of debts should follow the procedures laid out in 4.16. 
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4.15 SALES LEDGER CASH INWARDS (DEVOLVED INPUT) 
 
 
Introduction 
 
1. This section describes the steps to take when cash and cheques are received upon 

payment of a sales invoice. 
 

• Departments will receive cheques and/or cash and usually a remittance advice from 
customers who have been invoiced. 

 
• The department should check that the full amount has been received and if not, 

should investigate. 
 

• Monies should be immediately locked away and no more than £250 cash kept in 
the department overnight, unless the insurance arrangements allow it. 

 
• On at least a weekly basis, the department should fill in a pay-in book and cash 

inwards sheet for input in accordance with the next section, Preparing Cash and 
Cheques for banking. 

 
• Pay-in book, cash and cheques should be taken to accounts for banking. 

 
Preparing Cash and Cheques for Banking 
 
1. All cheques/cash received should be listed on the ‘Sales Ledger Cash Inwards’ 

sheet.  
 
2. For each payment of an invoice, enter the customer code (the seven digit long 

account number) that is shown on the remittance advice of the invoice. If there was no 
accompanying remittance advice with the payment, then find out who the customer is 
and on Sage: 

 
 Go to Accounts Receivable 
 
 Go to Enquires 
 
 Go to Transactions  
 
 In the Customer field type in R then the first 4 letters of the customer’s name. If the 

customer was a person (i.e. not a company) then enter the first 4 letters of the 
customer’s surname.  

 Note: You must enter R and the first 4 letters in capitals. 
 
3. Press F2. A list of customers will now appear on the screen. Select the right one and 

press Enter.  
 
4. Details of all invoices generated for the customer including account number details 

are displayed on screen. 
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5. Alternatively if you have the OP/IXXXXXX invoice number, then type that into the Item 
Number field and press Enter.  

 
6. Write the OP/IXXXXXX number in Description on the Sales Ledger Cash Inwards 

sheet.  
 
 Note: If an invoice is part paid, then write down PART PAID after the invoice number 

in Description.  
 
7. Write down the amount paid in either Cash or Cheques as appropriate and in the 

Total column.   
 
8. Repeat Steps 1 to 7 for payment of each separate invoice. 
 
9. Once all cheques have been listed on the cash inwards sheet, then add up all the 

amounts and put the total at the bottom. 
  
10. For each Sales Ledger Cash Inwards sheet, fill out a paying in slip in the paying in 

book. For cash, the correct denominations of coins and notes received must be noted. 
The number of cheques must also be written down. Note the paying in slip number 
(50XXXX) located at the bottom of the slip. Copy this down in Ref on the top right 
hand corner of the cash inwards sheet.  

 
11. Photocopy all cheques (can approximately fit 3 per A4) and staple this and all 

supporting documentation and remittances on the back of the cash inwards sheet.   
 
12. Put all cheques and cash into the paying in book and give to Accounts to bank. 

Important- write down the date on the cash inwards sheet as the date when the 
cash/cheques are banked. 

 
Inputting Sales Ledger Cash Inwards   
 
13. Go to Accounts Receivable  
 
 Go to Tasks  
 
 Go to Cash  
 
14. Press F6 to generate a new batch number (SCXXXX). Write this batch number on the 

cash inwards sheet. 
 
15. In Control Amount, enter the total value of cheques and cash that was banked in that 

batch. 
 
16. In Default Effective Date, enter the date that the cheques and cash were banked (as 

written down on the sheet). 
 
17. In Cash Date, enter the date that the cheques and cash were banked (same as 

above). 
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18. The Bank Code should be defaulted as LR. If not, change it to LR.  
 Press Enter. 
 
19. In Item Number, enter the reference number (i.e the paying in slip number). 
 
20. In Customer, enter the customer code on the first line (000XXXX) 
 Press Enter 
 
21. In 2nd Reference, enter the paying in slip number again. 
 
22. In Amount, put the amount paid by the customer. 
 
23. Press F6. A list of unpaid invoices generated for that customer will now be displayed 

on screen. Select the correct one (as per the OP/I number on the sheet) and type in y 
in the S box. This is to allocate the payment to that invoice. 

 Note 1- If the invoice was part paid then press F8 after allocating the invoice and enter 
the amount that was paid.  

 
 Note 2- If the invoice has not been generated yet but money was received for that 

invoice, and then enter both the amount received in Amount and Unallocated. 
 
24. Enter twice. This will bring up the first screen where you have to enter the Item 

Number and Customer again.  
 
25. Repeat steps 19-24 for each line on the cash inwards sheet. 
 
26. Once all lines have been entered, press Escape. The Batch Amount should equal 

the Control Amount. 
 
27. Press F10 and Enter, to print out a report of all entries made for that batch. Attach this 

to the cash inwards sheet and all supporting documents before handing it to Accounts 
for checking. 

 
 Note- ensure that you select the correct printer by pressing F7 after F10.  
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4.16 DEBT RECOVERY (DEVOLVED INPUT) 
 
 
Introduction 
 
1. This section of the manual sets out Academy policy for collection of debts in departments 

undertaking devolved input of Sales Invoices. 
 
Procedures 
 
2. Finance will send a copy of the Aged debtors report to each department on a monthly 

basis. The department should then send reminder letters to outstanding debtors, according 
to the following schedule:  
a) Invoices unpaid after 28 days should receive an initial reminder letter/statement 

requesting payment within 14 days. 
b) Invoices unpaid after 42 days should receive a second reminder letter requesting 

payment within 7 days. 
c) Invoices unpaid after 49 days should receive a third reminder letter threatening 

legal action. 
d) If the customer persists in non-payment after receiving their third reminder legal 

action should be considered but only in discussion with the Accounts Manager. 
 
3. Where debts are considered to be irrecoverable then they must be discussed with the 

Director of Finance to agree whether they can be written off. 
  
4. Debts over £5,000 must be referred to the Finance and General Purposes Committee 

for authorisation to write them off. 
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5.00 PAYROLL PROCEDURES 
 
 
5.01  PAYROLL TIMETABLE  
 
1. The timetable for the current year can be found on AIR under the HR and the Finance 

pages. It sets out the key dates and deadlines that need to be achieved to ensure that 
pay is processed by the due dates. 

 
Rows 1&2 
Period No. and Dates 
Covered 

These identify the start and end dates of each of the 
respective pay periods. 
 

  
Row 3 
Number of Teaching 
Weeks 

Sets out the number of weeks which are to be included 
in a pay period.   

  
Row 4 
Pay Claims to 
Department 
Administrators 

The date by which base data will be sent to 
departmental administrators for completion 

  
Row 5 
Submissions to 
Personnel  

Date by which any authority to appoint forms for new 
staff or contractual changes which affect pay should be 
submitted to Personnel 

  
Row 6 
Submissions to 
Accounts 

Pay claim reports should be returned to the Finance 
Department by the due date specified. 
 

  
Row 7 
Paid in 

Professors’ salaries will be in the bank five working 
days before the end of the month, or at the latest by the 
last day of the month.   
 



Financial Procedures Manual 
 

Financial Procedures Page 70 Revised June 2015 

5.02 PROFESSORS PAY CLAIMS  
 
 
Introduction 
 
1. This section of the manual sets out the procedures to be adopted for claiming the 

hours worked by each professor. All professors will be taxed and receive national 
insurance contribution deductions in accordance with the memorandum set out at 
appendix A to this section. 

 
2. There are four types of professor who are employed by the Academy as follows: 
 

Full time professors - full time professors are employed for 30 hours a week over a 
30 week year. One twelfth of a professor’s basic salary is paid each month 
automatically, but any additional hours worked in excess of their basic salary should 
be claimed for in accordance with the timetable referred to in section 5.01. 

 
Associate professors - associate professors are employed on a percentage basis of a 

full time contract. For example an A5 professor would be employed for 50% of a full 
time contract. One twelfth of an associate professor’s basic salary is paid each 
month automatically, but any additional hours worked in excess of their basic 
contract should be claimed for in accordance with the timetable referred to in section 
5.01. 

 
Part time professors - part time professors are employed on an hourly basis, and are 

paid for the hours that they actually work. All hours worked by part time professors 
should be claimed for in accordance with the timetable referred to in section 5.01. 

 
Visitors - Visitors are employed on an hourly basis, and are paid for the hours that they 

actually work.  Heads of Departments should claim for the hours worked in 
accordance with the timetable referred to in section 5.01. Departmental 
Administrators should ensure that the visitor fills out a “Contract of employment for 
specific task or purpose” form stating terms of employment and signed by the 
appointee and the employee (see attachment). The form should be passed to the 
HR Department prior to the date of the pay claim meeting.   
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5.03 STAFF REQUIREMENTS FOR SUBMITTING PAY CLAIMS TO 
HEADS OF DEPARTMENT  

 
 
Staff 
 
1. All Part-time, Associate, and Full-time staff are distributed a timetable at the beginning 

of the academic year. This lays out payment periods during the year (see section 5.01). 
All staff must submit hours of work to Head of Department or Departmental 
Administrator as soon after the final date of the period has elapsed as possible. Claims 
which are not submitted within 3 months of the work being undertaken may not be 
paid. 

 
Head of Departments/Administrators 
 
2. Each pay period the Head of Department or Administrator will be sent a Pay Claim by 

Faculty Report from the Accounts staff and a letter stating the date claims are to be 
returned.  

3. It is the Head of Department or Administrator’s responsibility to chase and receive all 
hours worked from Professors in department and submit any masterclasses or visiting 
professors pay claims. These hours are to be compiled and submitted to the Assistant 
Accounts Manager by the due date. 

 
4. All individual teaching staff pay claim forms must be signed by the individual and the 

Head of Department. Alternatively if they are submitted by e-mail then:- 
• the staff member must include their FULL NAME within the e-mail – a webmail 

message from tiptoptimpanist@gmail.com (for example) will not suffice and  
• Departmental administrators should keep an ELECTRONIC COPY of the 

message within an Outlook folder (to provide an audit trail of mail server and IP 
addresses).  

 
5. The summary pay claim sheet that is passed to the Finance Department should be 

signed by either the Departmental Administrator or the Head of Department. This is 
sufficient authorisation for everything except the Head of Department’s own claims, 
which must be authorised by the Deputy Principal. 
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5.04 PREPARATION FOR PAY CLAIM RETURNS 
 
 
Pay claim by faculty report 
 
1. Once the final week of a pay period has been reached, a Pay Spreadsheet by the 

Accounts will be sent out to Departmental Administrators.   
 

The report sets out:- 
a) the number of the pay period and the number of weeks in the pay period; 
b) the dates to which the period relates; 
c) the department and the department code; 
d) a list of all the professors in the department with their contractual hours per week 

entered on the database by the Registrar. It multiplies the weekly hours by the 
number of weeks in the period to calculate the hours, which should have been 
worked in the period. A blank column headed up Notes and additional work is 
included at the end of the report so that such details can be annotated manually by 
Departmental Administrators.   

 
2. These reports will be despatched to Departmental Administrators a week prior to the 

date of pay claims. A covering note should be attached specifying the date for return of 
the report to Finance, the length, number and dates of the period and points to note in 
amending the report.   

 
3. The reports will only include regular contractual teaching. All non-regular teaching will 

not be included and will need to be added to the report by the Departmental 
Administrators.   

 
4. The Heads of Departments should review the actual hours taught against the available 

hours and should amend or add to the hours in accordance with the following 
principles: 
a) Teaching hours for each teaching code should be adjusted where the Head of 

Department/Departmental Administrator believes that the hours worked does not 
agree with the hours recorded on the Pay Claim by Faculty report. This will need 
to be carefully reviewed. 

b) Heads of Departments should include hours in respect of any other work 
undertaken in the department, eg Masterclasses, special fees. 

c) Any hours in respect of work undertaken for other departments should be claimed 
on a Teaching Staff Pay Claim Form and authorised for payment by the 
appropriate head of department. Where teaching hours are paid for at a non-
standard rate or using set fees or special agreements, then the value of the 
payment should be calculated and shown rather than being presented as a certain 
number of hours under one of the teaching codes.   

 
5. Hours worked in respect of visitors should be annotated on the report and supported by 

a Teaching Staff Pay Claim Form and a “Contract of employment for specific task or 
purpose form”, which should be signed by the Head of Department (see attachment).   

 
6. Heads of Departments should not claim for exam or audition work on these forms as 

these claims will be submitted by the Registrar. 
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7. Where reports are sent by e-mail they should be e-mailed back to the Finance 
Department in accordance with the timetable referred to in section 5.01. A copy should 
be printed off, signed and dated by the Departmental Administrator and returned to the 
Finance Department. 
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5.05 PAY CLAIM MEETINGS 
 
 
1. A pay claim meeting may be held with a member of the Finance Department and the 

Departmental Administrator. The aim of the meeting is to discuss all claims and ensure 
that details are accurately captured.   

 
2. For each full-time/associate professors, only those hours worked over and above the 

basic contract will be recorded by Finance staff. It should be noted that remission for 
full-time/associate professors is omitted from consideration. The basic teaching hours 
for such professors are as follows: 

 
Contract hours per week  
FT 24 ) 
A9 21.5 ) 
A8 19 ) 
A7 16.5 ) X no of weeks in period 
A6 14.5 ) 
A5 12 ) 
A4 9.5 ) 
A3 7 ) 

 
3. Where a professor has failed to work his agreed hourly quota (e.g. because away on 

sabbatical) then those hours should be deducted from his basic monthly payment at 
the standard rate.   

 
4. Where a professor has been away on Academy business (e.g. overseas auditions), the 

hours spent away should be deducted from the departmental budget and charged to 
the International Development - Other budget (code 1-26-2169).   

 
5. For staff on P contracts, the total number of hours worked in the period will be recorded 

by Finance staff.   
 
6. For staff who do not have contracts, do not appear on the Pay Claim by Faculty 

Report. These members of staff are recorded on Pay Claim by Faculty Manual Extras 
Sheets which include details of name, payroll set-up code, hours worked and other 
amounts due. 

 
7. Where a professor is to be paid for hours worked at a non-standard rate, the amount 

owing will be calculated and recorded separately. The same applies where the 
professor is to be paid a set fee for the work or where hours have been worked for 
another department than the one under which the professor is set up on the payroll 
even where the hours are to be paid at the standard rate.   

 
8. It is the responsibility of the departmental administrator to ensure that the costs/hours 

that appear on the ledger relate to the pay claims that have been submitted. 
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5.06 NEW STAFF/STAFF CHANGES 
 
 
Introduction 
 
1.  To set out the procedures in relation to information that is required on new staff and 

changes to information for current staff to enable them to be paid. 
 
Procedure 
 
2.  Before a person is appointed to undertake work for the Academy approval must be 

sought from the Head of Department and either the Director of Finance or the Deputy 
Principal by completing an Authority to Appoint form (available on AIR under the 
Human Resources pages). The form is then returned to Personnel. 

 
3. Once a person is appointed to undertake work for the Academy, irrespective of 

whether they are full time, part time or a casual member of staff, the Head of 
Department responsible for that member of staff should ensure that a ‘New Staff/Staff 
Changes’ form is completed and is submitted to Human Resources (see section 5.07). 

 
4. All staff will be paid by bank transfer unless there are exceptional circumstances. This 

includes payments to all visiting staff. 
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5.07  NEW STAFF/STAFF CHANGES FORM 
 

 
NAME:  _________________________________ 
 
ADDRESS:  _________________________________ 
 
    _________________________________ 
 
    _________________________________ 
 
    _________________________________ 
 
    _________________________________ 
 
     
 
NAME AND ADDRESS 
OF BANK:  _________________________________ 
 
    _________________________________ 
 
    _________________________________ 
 
    _________________________________ 
 
    _________________________________ 
 
 
A/C NUMBER: _________________________________ 
 
CODE NUMBER: _________________________________ 
 
N.I.NUMBER: _________________________________ 
 
DATE OF BIRTH: _________________________________ 
 
P45 or P46 
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5.08 INCOME TAX AND NATIONAL INSURANCE  

 
1.  If you are: 
 

• Full time/Part time 
• Freelance/Casual 
• Visiting (for example, to participate in a concert) 
• Employed by a UK agency 

 
Then the Academy is required, by tax law, to deduct income tax and National 
Insurance Contributions from your salary or remuneration. 

 
The only exceptions are people  
• with Schedule D (that is, self-employed) status, who have contacted their tax office 

directly and asked them to contact the Academy’s tax office (Wrexham 2 Ref 914 
R5037) to arrange an exemption. Telling the Academy that you have Schedule D 
status is not sufficient. 

• with an NT coding from our tax office, no tax will be payable but we still have to 
deduct National Insurance Contributions. 

• over 65 (for men) or 60 (for women) who have a Certificate of Age Exception (Form 
CF384) which is available from their local DHSS. 

 
2. In all cases claims must be submitted within 3 months of the work being undertaken, 

otherwise the claim may not be paid. 
 
3. Masterclasses (Guest Lecturers) 
 

The individual or their advisor must write to us beforehand and state that they are self-
employed. 

 
If they do this the following conditions apply per Inland Revenue letter 13 April 1995 
Guest Lecturers:- 
a) The Lecturer must be contracted to perform lectures for 1 to 3 days only for a set 

fee and the three day rule for class 1 National Insurance Contribution purposes 
must not be breached. 

b) The 3 day rule states that a person cannot work for more than 3 days within 
3 consecutive months. 

 
Invoices must be sent to the Academy for payment as soon as possible after the work 
is done. 

 
4. Guest Conductors 
 

a)  Guest appearances by conductors including rehearsals can be treated as Self–
employed contracts for services for income tax purposes per Inland Revenue letter 
of 13 April 1995. 

b)  Invoices must be sent to the Academy for payment as soon as possible after the 
work is done.  
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5.  Guest Musicians and Entertainers 
 

a)  If a musician /entertainer is engaged to perform at a specific showing which may 
also include rehearsals and is not involved with lecturing for the Academy, 
then the Inland Revenue confirmed in their letter of 11 May 1995, that such a short 
specific contract can be treated as a contract for services on a self-employed basis 
not requiring the operation of PAYE. 

b) Invoices must be sent to the Academy for payment as soon as possible after the 
work is done.  

 
6.  Opera Costs each year 
 

a)  These have to be agreed with the revenue each year, Inland Revenue letter of 
5 July 1996. 

 
7.  All Teaching Costs 
 

a)  All teaching costs must be dealt with under PAYE rules. 
 
8.  VAT  
 

It is the responsibility of the person raising the invoice to add VAT if appropriate.  
 
The Academy can not generally recover the VAT unless the specific event is VATable 
e.g. operas. 

 
9.  Foreign Entertainers 
 

There are special rules for foreign entertainers, but they are still liable for tax 
deductions. If a foreign entertainer earns less than £1,000 in a tax year, from both fees 
and reimbursement of expenses, then no tax needs to be deducted. However as soon 
as they exceed the £1,000 limit then the whole of the sum paid becomes taxable, 
currently at 22%. Further details can be obtained from the Payroll Supervisor. 
Payments to foreign entertainers will be made direct to their bank account at the end of 
their period of work. This will include payment for work done and reimbursement of 
expenses. 

 
10.  Tax Office 
 

The tax office which deals with income tax matters for the Academy is; 
 

Wrexham 2 
Plas Gororau 
Ellice Way 
Wrexham Technology Park 
Wrexham 
LL13 7YY 

 
Tel. No. 0845 300 3949 
Ref no. 914 R5037 
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5.09 TAXATION 
 
 
1. The Academy is liable to VAT, which is covered in 5.10, income tax for employees, 

which is covered in 5.08 and corporation tax for some of the subsidiaries.
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5.10 VAT 
 
 
Introduction 
 
The following notes aim to set out the main provisions of Value Added Tax which impact on 
the Academy. Many of the aspects rely on the status of the Academy as a UK University 
and a charity. It should not be assumed that they will apply equally to any subsidiary 
companies of the Academy.  
 
VAT is a complex tax and these notes cannot possibly cover all topics. Please contact the 
Director of Finance for further information or clarification as needed. 
 
Why is VAT important? 
 
Everyone who has responsibility for purchasing goods and services, or who is providing 
services to students or other external parties, should be aware of the basic principles 
governing the operation of the tax to ensure that this cost is minimised. 
 
If you are providing goods and services you should understand the VAT liability of the 
supplies you make. Failure to account for tax when due may give rise to interest and 
penalties. 
 
VAT incurred on purchases will normally be a cost to the Academy; but this cost may be 
avoided if either the VAT is recoverable, or the supplies received qualify for relief. Budget 
holders must be aware of the rules governing recoverability and how to code invoices 
appropriately; and understand when relief is available and how to obtain it.    

 
How VAT works 
 
A. Overview of VAT 
 
In order for VAT to be chargeable on a supply the following conditions must be met: 

• The supply must be by a taxable person; 
• It must be made in the course or furtherance of a business; 
• The supply must be made for a consideration; 
• The supply must be made in the UK; 
• The supply is a taxable supply.  

 
These conditions are explained in more detail below. 
 
Taxable Person 
 
A person is a taxable person if they are registered for VAT. Registration is required if the 
person makes taxable supplies in excess of the registration limit, currently £64,000 per 
annum. 

 
The Royal Academy of Music is registered for VAT (no. 887 1293 83). 
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Course or furtherance of a business 
 
VAT only applies to business activities. Thus a private transaction or hobby would not come 
within the scope of VAT. Many of the activities of the Academy, such as the provision of 
education, are business activities; but others may not be, e.g. the Museum, certain 
research projects and investing activities. 
 
Consideration 
 
Consideration is the value given in return for the supply. It need not be money and barter 
transactions can fall within the scope of VAT. 
 
Not all receipts of money are necessarily consideration. An unconditional donation is clearly 
not consideration for any supply.  
 
Place of Supply 
 
To be subject to UK VAT, the place of supply must be in the UK. In most cases this will be 
obvious, but where the supplier is overseas or the service is performed overseas then it 
may be less clear. Special rules apply dependent on the nature of the supply being made. 
This is explored further in section 3.6 below. 
 
Taxable Supply 
 
A taxable supply is any supply that is not an exempt supply. A supply is only exempt if 
specifically exempted under the legislation. Examples of exempt supplies include education 
(but see section 4.1 below), health, finance, etc. 
 
B. Types of Supply and the Rates of VAT 
 
A supply may be in one of three categories: 

• Outside the scope (because it does not meet the conditions of 3.1 above); 
• Exempt; or 
• Taxable. 

 
If the supply is taxable then VAT is chargeable at: 

• 0% - zero-rate; 
• 5% - reduced rate; or 
• 20% - standard rate 

 
Supplies which qualify for zero and reduced rates are defined in the legislation. Common 
examples of zero-rated supplies are food (but not all), books, transport, etc. Reduced rates 
apply to domestic fuel and power, and certain building works. All other taxable supplies 
which are not at zero or reduced rate are subject to the standard rate 
 
C. Recovery of VAT on purchases 
 
Supplies made (sales) within the scope of VAT are termed outputs and tax on those 
supplies is output tax. Supplies received (purchases) are called inputs and the tax incurred, 
input tax.   
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Where inputs are attributable to taxable outputs, the VAT on these supplies may be 
recovered. On the other hand, if the purchases relate to exempt supplies (or to activities 
that are outside the scope of VAT) then no recovery is possible and the VAT becomes a 
cost to the purchaser. For this reason it is very important to distinguish between zero-rated 
supplies and exempt supplies: recovery will be possible in respect of the former, but not the 
latter.    
 
D. Overseas Transactions   
 
D.1 Imports and Exports of goods within the European Union 
 
Supplies of goods from a supplier in one EU country to a VAT registered customer in 
another are zero-rated. The customer must then account for VAT on the goods acquired at 
his local rates. This he does by declaring VAT on the acquisition as output tax on his VAT 
return to be paid over to Customs & Excise. He can then recover this tax as input tax under 
the normal rules. Additional records must be kept by suppliers of intra-EU sales of goods, 
known as EU Sales Lists, and the customer must declare the value of EU acquisitions on 
his VAT return. 
 
D.2 Imports and Exports of goods outside the European Union 
 
Goods purchased from outside the EU are subject to VAT and import duty at the port of 
entry into the country. A monthly statement is then sent by Customs detailing VAT paid on 
imported goods which is then used to support a claim for input tax recovery where 
appropriate. 
 
The export of goods from the EU is zero-rated. Any input tax associated with such supplies 
is therefore recoverable. 
 
D.3 International services 
 
A supply is only subject to UK VAT if made in the UK. The normal rule for services is that 
the place of supply is where the supplier belongs; however for certain types of service this 
rule is modified. The main ones which are relevant to the Academy are as follows: 
 
Type of Service Place of supply 
Services relating to immovable property, e.g. land. Where the property is situated. 
Cultural, artistic, sporting, scientific, educational, 
entertainment or similar activities, including the organisation of 
such activities, and services ancillary to such services. 

Where performed. 

Services relating to exhibitions, conferences, meetings or 
similar activities, including the organisation of such activities, 
and services ancillary to such services. 

Where performed. 

Transfers of intellectual property; advertising services; 
services of consultants and professional advisors; the 
provision of information; banking, financial and insurance 
services; the provision of staff; obligations to refrain from 
pursuing or exercising a business activity; the hire of goods, 
other than a means of transport; telecommunications services; 
and the services of agents in procuring for their principals any 
of the above services. 

Where the customer belongs. 
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E. Agency 
 
A number of activities taking place within the Academy may involve other bodies.  
Examples include catering, events and conferences. 
 
In these cases it is important to understand who is making the supplies for VAT purposes. 
The possibilities are that: 

i) the other body may be making the supplies directly as principal – the income and 
costs belong to the other body and it is responsible for the VAT on the supply; or  

ii) the other body is acting as agent for the Academy in making the supply – the income 
and costs are the Academy’s and it is responsible for accounting for tax on the 
supplies made; 

iii) there is a joint venture between the Academy and the other body – both are jointly 
responsible for VAT. 

 
In the first case, the Academy has no responsibility for the activity and the VAT treatment of 
it. However, there may be supplies from the Academy to the other body and these should 
be invoiced (with VAT where applicable). 
 
In the second case, it is as though the activity was being carried on by the Academy itself 
and all income and costs must be accounted for in its books. The agent must provide a 
statement of account to enable this to be done. The agent may invoice for a management 
charge, but otherwise should not invoice for any costs borne on behalf on the Academy. 
 
In the final case the joint venture may need to be separately VAT registered as a separate 
taxable person. 
 
F. Supplies made by the Royal Academy of Music 
 
Education and Exam Services 
 
F.1 Eligible bodies 
 
The provision of education and exam services is only exempt when provided by an eligible 
body. Eligible bodies are defined in the legislation and the VAT treatments of several 
supplies depend on whether made by or to an eligible body. 
 
UK Universities are eligible bodies. Thus any supply of education or exam services in any 
subject provided by the Academy will be exempt.   
 
However a subsidiary of the Academy or a joint venture with the Academy may not qualify 
as an eligible body. You are advised to seek guidance on any supplies made other than 
directly by the Academy. 
 
F.2 Definitions of education and exam services 
 
Education means a course, class or lesson of instruction or study in any subject whether or 
not that subject is normally taught and regardless of where it takes place. It includes 
lectures, seminars, conferences, symposia, and distance learning where the student is 
subject to assessment by the teaching institution. 
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Admission to plays, concerts, exhibitions, etc. is not education. 
 
Exam services include setting and marking examinations, setting educational or training 
standards, making assessments and other services provided with a view to ensuring 
educational and training standards are maintained. Also included are school inspections or 
course accreditation services, including the contracted out school inspectorate service. 
 
F.3 Supplies closely related to education 
 
The supply of any goods or services which are closely related to a supply of education by or 
to the eligible body making the supply of education is exempt provided: 
• the goods or services are for the direct use of the pupil, student or trainee receiving the 

principal supply; and 
• where the supply is to the eligible body making the principal supply, it is made by 

another eligible body. 
 
Closely related means necessary for the delivering the education and includes: 
• Accommodation (see 3.14 and 9.02) 
• Catering (see 6.02  and 9.01) 
• Transport 
• Field trips 
 
F.4 Supplies of education outside the UK 
 
The place of supply of education is where it is performed. A course delivered overseas will 
not therefore come within the scope of UK VAT; however it may be subject to local sales 
taxes. 
 
G Research & Consultancy 
 
G.1 Types of research 
 
The VAT treatment of income funding research projects will depend on a number of factors 
and advice should be sought from the Director of Finance when the possibility of research 
income arises. 
 
G.2 Non-business/Business Research 
 
Non-business research is research undertaken with the prime intention of advancing 
knowledge for the public good, where funds are provided with no expectation of any 
benefits to the funder and there is no preconceived intention to exploit intellectual property 
for commercial ends. The outputs of the research remain the property of the university and 
results are published in the public domain. 
 
On the other hand, research will be business where the funds provided are clearly 
consideration for services rendered. A key test is whether any benefit, over and above the 
general benefit to the public or academic community, is given to the sponsor in return for 
funding the project. Funding by commercial entities should be assumed to be business 
unless there is clear evidence to the contrary.   
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G.3 Supplies to Eligible Bodies 
 
Where there is a business supply to another eligible body, e.g. another university, then it 
will be exempt under UK VAT law. Not all supplies to other eligible bodies will however be 
business and the business/non-business tests should be applied.   
 
G.4 Consultancy 
 
Consultancy will always be standard rated. Whereas research is concerned with the 
creation of new knowledge, consultancy is the application of existing knowledge and would 
include such activities as: 
• Providing advice or opinions 
• Market research 
• Developing computer software 
• Business consultancy 
 
H. Accommodation 
 
H.1 Student accommodation 
 
The supply of accommodation to students of the Academy is exempt from VAT.   
 
So too is the supply of accommodation to students of another eligible body, where the 
accommodation is provided in conjunction with the supply of education by that eligible body. 
The supply may be made directly to the students or to the eligible body providing the 
education. For example, accommodation provided by the Academy in respect of a 
conference arranged by another UK University or School.  
 
H.2 Vacation lettings 
 
The supply of any other accommodation will be standard rated. This includes: 

• Lettings to staff or visitors; 
 
H.3 Letting of rooms, lecture theatres, etc. 
 
The letting of a room or lecture theatre will normally be exempt, where no other services are 
provided. This exemption does not apply where an election has been made to waive 
exemption from a particular building, often known as the option to tax. At the time of writing 
such no such election has been made. 
 
However, where other services are provided, e.g. catering, accommodation, provision of 
audio-visual equipment, etc. and the hire of the room is incidental to these services then the 
whole supply will be standard rated. Where there are distinct supplies of room hire and 
other services, then each supply should be treated separately. If it is not clear which 
treatment is appropriate, please seek advice.  
 
H.4 Deposits 
 
Deposits held as security against loss or damage (eg locker deposits) are outside the scope 
of VAT. 
 



Financial Procedures Manual 
 

Financial Procedures Page 86 Revised June 2015 

Booking deposits, where a part of the fee is demanded at the time of booking, are part 
payments in respect of the supply.   
 
I. Catering 
 
I.1 Catering 
 
Catering of meals provided to students either directly by the Academy or by a catering 
company acting as an agent of the Academy is exempt. 
 
Catering provided other than to students, including staff and visitors, is standard rated. So 
too is catering provided to students by a caterer acting as principal. 
 
Where both students and others are using the same facilities, then either there needs to be 
a means of identifying each at the point of sale; or, as is usual, an apportionment is made of 
the takings.   
 
The exemption is restricted to catering outlets that provide sit down meals. Sales of food 
from campus shops follow the normal VAT liability of the goods supplied – standard or zero-
rated. 
 
I.2 Vending machines 
 
Items dispensed from a vending machine usually follow the normal VAT liability of the 
goods supplied. Thus confectionery, crisps, biscuits, hot drinks, etc. are standard rated; 
whilst milk, fruit, cake, pre-packaged sandwiches will be zero-rated. 
 
It is debatable whether the exemption could be applied to vending machines situated in a 
student refectory. Where the products dispensed are to be consumed as part of a meal, 
rather than a separate provision of snacks, then they will probably qualify as exempt to 
students. 
 
I.3 Wines, Beers etc. 
 
Alcoholic beverages are always standard rated. 
 
Where wine, beer, etc. has been bought in for onward sale but is instead used internally by 
departments, there is a self-supply. This means that output tax must be accounted for on 
the goods consumed. The value of the self-supply on which 20% VAT should be accounted 
is the cost of the goods, i.e. excluding any internal mark up. 
 
J. Fundraising 
 
J.1 Sponsorship 
 
Sponsorship money may be received to support an activity organised by the Academy. The 
VAT treatment of sponsorship income will depend on whether the sponsor is getting 
anything in return for his contribution.   
 
Where there is no benefit to the sponsor the transaction will be outside the scope of VAT – 
it is in the nature of a donation and not a business activity. On the other hand, if the sponsor 
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receives any services or other benefit then the whole amount will normally be subject to 
VAT at standard rate. It does not matter that the value of benefits provided to the sponsor 
are small compared with the sponsorship sums. There may however be exemption under 
the fund-raising event rules see 4.6.2 below. 
 
Examples of benefits which will make the supply within the scope of VAT include: 
• Promotion of the sponsors’ name and logo at an event; 
• Free tickets or priority booking rights to the event; 
• Free advertising space in a publication. 
 
A simple acknowledgement of the donation will not be considered a benefit. 
 
J.2 Exemption for fund raising events 
 
The supply of goods and services by a charity in connection with an event that is aimed at, 
and promoted as, primarily for the raising of money is exempt. Certain restrictions apply to 
the number of similar events held in the same place (maximum 15 p.a.) and events 
involving overnight accommodation. 
 
J.3 Intellectual Property Rights 
 
Income from IPR is standard rated to a customer in the UK, whether in the form of royalties, 
license fees, milestone payments or other payments. Where the consideration is other than 
cash, e.g. shares in company, then it will be necessary to value the consideration to 
calculate the output tax due.   
 
K. Miscellaneous supplies 
 
K.1 Books 
 
The supplies of books, booklets, leaflets, brochures, maps, sheet music, journals, 
periodicals and newspapers are zero-rated.   
 
Only the finished article is zero-rated. Supplies related to the production of a book such as 
design, printing, proof-reading, etc. are standard rated.  
 
K.2 Photocopying 
 
The supply of photocopies to students in connection with their studies is exempt. Other 
supplies of photocopying are normally standard rated.   
 
Exceptionally, if the supply is the photocopy of an entire book or leaflet and it is delivered in 
the same form of the original (e.g. if a book, the photocopied version should also be bound 
in book form), then it may qualify for zero-rating as printed matter.  
 
K.3 Admission charges 
 
Admission charges to concerts are exempt supplies where they are put on by the Academy. 
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K.4 Other supplies 
 
For any other supplies not included above you are advised to seek advice from the Director 
of Finance.   
 
L. Principal VAT Reliefs  
 
VAT on purchases is only a cost where it is incurred and is irrecoverable. Whenever the 
purchase is directly attributable to taxable (standard rated or zero rated) supplies the VAT 
incurred should be recovered.  
 
In addition, VAT may be avoided through the application of a relief. The main concessions 
relevant to the Academy are: 
 
L.1 Advertising 
 
The supply of any advertising services for whatever purpose is zero rated to the Academy.  
It covers advertising in any medium – e.g. press, radio, television, billboards, etc. that 
involves the supply of time or space to communicate to the public. It includes the supply of 
any services of design or production of an advertisement. 
 
It does not however include any advertisement on the Academy’s website, exhibition 
stands, or direct mail. 
 
To obtain the relief a certificate should be issued to the supplier certifying the Academy’s 
charitable status.    
 
L.2 Fuel & Power 
 
Supplies of electricity, gas and other fuel are taxed at the reduced rate of VAT (5%) when 
used for a qualifying purpose. A qualifying purpose is domestic use or use by a charity 
other than in the course or furtherance of a business. 
 
If there is a mixed business use and qualifying use, then the supply is apportioned with the 
qualifying use portion charged at 5% and the rest at standard rate. If the qualifying use 
percentage exceeds 60% then the whole supply is treated as qualifying. 
 
Where the lower rate applies, there is also exemption from the Climate Change Levy. 
 
M. Further Information and Advice 
 
Further information and advice can be obtained from the Accounts Manager. 
 
Customs & Excise provide much information at their website www.hmce.gov.uk including 
copies of their VAT Notices. The following Notices are particularly relevant: 
• Charities (701/1) 
• Education (701/30) 
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5.11  SEASON TICKET LOANS 
 
 
1. Application forms for Annual Season Ticket Loans are available from the intranet, AIR 

from the Finance web page. 
 
2. Applications can only be made by members of staff who have been in post for more 

than six months.  
 
3. All applications are to be authorised by the Head of Finance or the Accounts Manager. 
 
4. If granted the loan is recovered from salary in twelve monthly instalments.  
 
5. If granted a cheque will be issued payable to the transport provider which the staff 

member should use when purchasing their season ticket. 
 
6. If a member of staff leaves for any reason whatsoever, the outstanding balance of the 

loan is to be repaid immediately. The Academy may use any monies due to an 
employee towards the liquidation of any such outstanding balance. 

 
7. The loan is divided into twelve equal amounts. If the amount does not divide equally 

the odd amount is payable in the first month and eleven equal amounts thereafter. 
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5.12  AMENDING BANK DETAILS 
 
 
1. Should a member of staff wish to change their bank details the attached form should 

be completed, signed and sent to the Payroll Supervisor. The form can be found on the 
Finance web page of the intranet, AIR. 

 
2 If a member of staff changes their home address both Payroll and the HR Department 

should be informed. 
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Should a member of staff wish to change bank detail information the attached form should be 
completed, signed and be sent to the Payroll Supervisor. 

 
NOTIFICATION OF CHANGES TO BANK DETAILS 

 
Name:       Department 
---------------------------------------------------------- ------------------------------------- 
 
Address:       N.I. Number 
---------------------------------------------------------- ------------------------------------- 
 
---------------------------------------------------------- 
 
--------------------------------------------------------- 
 
 
OLD BANK DETAILS 
Bank Name 
  ----------------------------------------------------------- 
 
Bank Address 
  ----------------------------------------------------------- 
 
  ----------------------------------------------------------- 
 
  ----------------------------------------------------------- 
Bank Account No._______________________ 
 
Bank Account Name: ____________________ Sort Code: _____________ 
 
NEW BANK DETAILS 
Bank Name 
  ----------------------------------------------------------- 
 
Bank Address 
  ----------------------------------------------------------- 
 
  ----------------------------------------------------------- 
 
  ----------------------------------------------------------- 
Bank Account No._______________________ 
 
Bank Account Name: ____________________ Sort Code: _____________ 
 
 
Signature:      Date: 
 
 
Actioned by:      Date: 
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6.00 CANTEEN PROCEDURES 
 
 
6.01 CANTEEN STOCK, TILL RECEIPTS, BANKING AND ORDERING  

 
Introduction 
 
1. Procedures for the processing of purchases and sales and for the handling of cash in 

the Canteen should follow those detailed in this manual and used by other 
departments. There are however two exceptions to the above, namely in the areas of 
purchase ordering and till receipts. Procedures for these are set out below together with 
additional procedures for the recording of Canteen and Bar stock. 

 
Purchase Ordering Procedures (replaces section 3.10 of this manual) 
 
2. Due to the high volume and frequency of Canteen orders, there is no requirement to 

raise an Academy Official Order for each consignment of goods ordered. Instead, 
details of each order made (supplier name, quantity and description of goods ordered 
and date order placed) should be recorded in an order book. 

 
3. Once a consignment is received, goods should be checked to delivery note and 

supplier invoice details. If there is a discrepancy, the dispute should be resolved with 
the supplier as soon as possible and the invoice withheld from payment until that time. 

 
Handling of Till Receipts 
 
4. Three tills are used in the Canteen and Bar. Details of floats held in the tills are as 

follows: 
• Restaurant main till:  £150 float 
• Restaurant second till:   £80 float 
• Bar till: £110 float 

 
5. At the end of each day, the cashier should count up the money in the till keeping the 

float money separate. 
 
6. He or she should also take a ‘z-reading’, i.e. clear the till and get a record of total taking 

for the day. 
 
7. A reconciliation of taking to the ‘z-reading’ should be performed and the cashier asked 

to account for any differences. Discrepancies should be recorded on the back of the till 
roll explained. 

 
8.  The Assistant or the Manager should double check the reconciliation. 
 
9.  A Remittance Advice should be prepared and processed in accordance with 

procedures laid down in 4.02. Remittance advices are currently input by the Senior 
Accounts Clerk in the Finance Department. 
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Banking 
 
10. Money should be taken to the bank on a daily basis at a different time each day. If more 

than £2,000 cash is to be banked, then a second person should accompany the 
banker. 

 
Stock Procedures 
 
11. Every month the Canteen Department Head should perform a physical stock count of 

all canteen and bar stock. The completed stock form should be sent to Finance. 
Summaries are sent during the year with the detail being provided at the year end. 

 
12.  Stock-sheets showing details of the count (description, quantity, unit price and value) 

should be prepared. Unit prices should be based on the latest invoice prices. 
 
13.  Any requests for catering should be recorded on a spreadsheet showing the code to be 

charged, if it is internal, or the details needed for raising an invoice, if it is external. The 
spreadsheet should be e-mailed to the Finance Department promptly at the end of each 
month. The Finance Department will input the internal recharges and raise sales 
invoices as required. 
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6.02 COSTING FUNCTIONS 
 
 
1. When a booking for a function is made, it must be made clear at the outset that if there 

is requirement for use of the Canteen’s services, the client will be charged for catering 
accordingly. A charge for staffing costs and overheads will be levied on top of basic 
food and drink. Additionally, a profit element will be built in to the charge. The client 
must contact the Catering Manager to arrange details etc.   

 
2.  The Catering Manager should fill out a costing form (see attachment) so that a price for 

the catering provision can be calculated. Details of hours to be worked by each staff 
member should be recorded together with the applicable rate of pay and total staff 
costs computed. Estimates should be made of food and drink requirements. A charge 
should be levied for overheads and a profit element of 100% should be included. A 
function price should be calculated.   

 
3.  The client should be notified of the charge for the catering provision.   
 
4.  Once the charge is agreed and the event has taken place then an invoice should be 

raised by the Accounts Assistant.  
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6.03 COSTING FORM FOR FUNCTIONS 
 
 
FUNCTION: 
DATE: 
 
STAFF COSTS 
 
NAME   FROM  TO HOURS RATE  £COST 
 
 
 
 
 
 
 
TOTAL STAFF COST 
 
FOOD AND DRINK 
 
 
 
 
 
 
TOTAL COST OF FOOD AND DRINK 
 
TOTAL COST OF STAFF AND FOOD AND DRINK 
 
OVERHEADS (EG OTHER CONSUMABLES) 
 
TOTAL COST 
 
PROFIT ELEMENT AT 100% 
 
FUNCTION PRICE 
 
HEAD COUNT 
 
PRICE PER HEAD 
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6.04 REQUEST FOR CATERING 
 
 
1. Any request for catering requirements made internally must be documented (see 

attached) by departmental heads or administrators and forwarded to the Catering 
Department at least a week before the event for lunches/dinners and a couple of days 
before for teas/coffees. 
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REQUEST FOR CATERING 

 
 

Name or Department title 

Day and date required 

Time 

Numbers 

Room 

Requirement 

 Charge to RAM 
  

Method of Payment Internal Private Invoice 
  
 External Group Invoice 

 
Signature of Person 
completing this form: 
 
Position: 
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7.00 LIBRARY PROCEDURES 
 
 
7.01 LIBRARY DEPOSITS 
 
 
Introduction 
 
1. In the past deposits have been taken by the Library but this is no longer the case. 

However, it is possible that refunds of old deposits paid may still be given. 
 

Procedures 
 

2. When a refund is required, a Payment Requisition authorised by the Librarian should 
be completed. The deposit book, kept by the Librarian, should be updated to reflect the 
reimbursement. 

 
3. The Library sends the requests to the Finance Department who then refund the deposit 

to the person’s account 
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7.02 LIBRARY FINES AND OTHER CASH RECEIPTS 
 
 
Introduction 
 
1. Library fines are controlled on a computerised system. The charge is 5 pence per item 

per day overdue to a ceiling of £10. This section of the manual sets out procedures for 
processing library fines and other sales. 

 
Procedures 
 
2. Money for fines, sales, photocopies or microfilm printouts should be stored overnight in 

the Library safe. 
 
3.  Each morning a float of £60 should be kept with the remainder being stored in the 

Library safe, together with the daily report of cash taken from the Unicorn Library 
System. 

 
4.  Each week the daily reports and weekly report should be put together with the cash and 

cheques and taken to the Finance Department. A Remittance Advice should be filled out 
showing details of the cash and cheques received.   

 
5.  The Accounts Clerk should check the cash received to the remittance advice details and 

sign the remittance advice as evidence of this agreement. 
 
6. The cash should be taken to the Finance Department regularly and the amount kept 

should not exceed the insurance limits. 
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8.00 GENERAL OFFICE PROCEDURES 
 
 
8.01 GENERAL OFFICE PETTY CASH 
 
 
1. The petty cash system operates on the Imprest System whereby money taken out of 

the Petty Cash Float is accounted for and topped up regularly, so that the balance can 
be accurately monitored. 

 
Security 
 
2. The cash box is locked in the safe under the reception desk comprising the income 

from post and faxes sent. This is paid into Accounts on a monthly basis. Locker deposit 
monies are kept in a separate box and are paid in as necessary. During out-of-office 
hours all cash boxes are locked away in the General Office’s main safe. 

 
Money In Procedure 
 
3. Any monies received are recorded in a log book for either Post or Fax. At the en d of 

the month the total sum is paid into Accounts. A monthly record of the totals is 
recorded on a spreadsheet maintained by the General Office. 

 
Money Out Procedure (White Vouchers) 
 
4.  The white petty cash vouchers are to record any expenditure by the General Office. 

The only use of this is for Locker Deposit returns (see 8.02) 
 
When paying in petty cash monies to Accounts all totals and entries are checked and 
entered into the Remittance Book and authorised by the Estates Manager’s Assistant. 
 
Float 
 
5. Under the imprest system the float in the cash box always remains at £50 after paying 

in all extra monies collected. 
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8.02 LOCKER DEPOSITS 
 
 
Procedure 
 
Allocation of Lockers 
 
• When a student requires a locker there is a deposit charge of £10 per locker.   
• Each student must fill in and sign the locker form on application, recording name, course 

studied and locker details.  Locker rules and regulations are also issued which the 
student is obliged to read and sign. 

 
The student’s details are then recorded on the Locker Deposit database, net to the locker 
allocated.   
 
When paying in locker deposit monies to Accounts all totals and entries are checked and 
entered into the Remittance Book and authorised by the General Office staff before being 
double checked by the Accounts staff on receipt of monies. 
 
Returning Locker Deposits 
 
• A Petty Cash Voucher Form is completed by the General Office staff detailing the name, 

locker number, amount of deposit to be returned and the date of return. This is signed by 
the student as receipt of their return of deposit. 

• The cash is withdrawn at appropriate times of year (usually year end) from the locker 
account, ready to return to students. 

• The completed Petty Cash Voucher Form is then sent to Accounts. 
• The database is updated for the return of the deposit. 
 
Lost Keys 
 
Any students who have lost their locker keys are charged £5 for recutting. The cost is 
forfeited from their deposit money each time a key is lost. In the unlikely event of losing 
keys above the deposit amount the student will be charged accordingly. 
 
A student will be charged £10 for a complete change of lock. 
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8.03 BOX OFFICE ACCOUNTING PROCEDURES 
 
 
Records of Ticket Sales 
 
Tickets are sold using ticketing software ‘Patron Edge’ and can be purchased using cash, 
cheque or credit and debit cards. 
 
Patrons Edge records whether payment is made by cash, cheque or card. 
NB. There is a £1 charge per card transactions. This covers postage of the tickets to the 
customer and the bank charge. 
 
On concert nights the Box Office may be staffed by student-staff, who are employed by the 
Academy. They report to the Box Office Administrator. 
 
Security 
 
Outside of office hours all cash boxes are locked away in the General Office’s safes. In the 
event of a concert taking place at the weekend, alternative security measures are taken to 
ensure that no monies are left in the General Office. Money must not be held in excess of 
the insurance limits. 
 
Paying-In Procedures 
 

• Cash is paid in from the Box Office throughout the year, usually once a week in line with 
the Finance Department’s visits to the bank. This can be once a month at quiet times in 
the events calendar. The paying-in book is used for recording monies paid in. 

• Cheques are totalled and paid in to Finance, also via the paying-in book. 
• Card payments are in real time and monies are taken from customers’ accounts on 

purchase of tickets. An end-of-day report is printed daily and sent to Accounts to confirm 
the daily card sales totals. 
 

When paying in cash or cheques to Accounts, all entries and totals are checked and 
entered into the Remittance (paying-in) Book with the pay-in authorised by General Office 
staff before being checked by Finance staff on receipt of monies. If an error is made in the 
Remittance Book, it should be crossed through and marked ‘cancelled’, and left in the book 
for reference. 
 
Refund Procedures 
 
Whether a refund is issued depends chiefly on how much notice is given before a concert, 
whether the concert is sold out or the likelihood of resale. Refunds will only be issued on 
rare occasions where a resale is almost certain, in the opinion of the Box Office 
Administrator. An exchange is preferable to a refund in most circumstances. 
 
For each refund, in cheque format, a payment requisition form is completed including 
details of the name, concert and amount, and authorised by the Box Office Administrator. 
The cheques are returned to the Box Office from Finance and are accompanied by a letter 
to the customer. 
 
Refunds for card payments go directly onto the card used for the original payment. 
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9.00 ESTATE OFFICE PROCEDURES 
 
 
9.01 ESTATES - ROOM HIRE 
 
A number of rooms are available for concerts, conferences and meetings. 
 
The Duke’s Hall The main concert hall, seating 400 people (125 in the 

balcony and 275 on the ground floor). 
 
The Sir Jack Lyons Theatre Used for smaller concerts, opera and conferences, seating 

238 people. 
 
The Concert Room  Used for meetings, conferences, rehearsals and auditions, 

seating 80 people. 
 
The Recital Room Used for meetings, rehearsals, workshops and auditions, 

seating 50 people. 
 
The Recital Hall Used for meetings, conferences, rehearsals and auditions, 

seating 140 people. 
 
There are also smaller rooms available for general practice, auditions and teaching. 
 
The rooms listed above are only available to hire on Sundays and outside the Academy’s 
term dates and only for musical events. 
 
The General Office Manager deals with all external bookings. Room bookings should be 
confirmed in writing to the customer, confirming the date, cost and times. 
 
Catering facilities are available (please call the Catering Manager direct). The canteen is 
closed during the Summer. 
 
For all bookings outside of normal capacity it should be made clear that clients will be 
charged for the full cost of catering provision. This includes the full cost of catering staff, 
food, drinks and overheads. 
 
An invoice request form should be filled out after the event has taken place and passed to 
the Accounts Assistant in Finance to raise an invoice.
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9.02  STAFF OVERNIGHT ACCOMMODATION 
 
 
1. Flats are not currently available on the premises are available for staff and visiting 

professors to rent on a daily basis.  
 
2. Flat 42 is a two bedroom flat with lounge, kitchen, bathroom and en-suite bathroom. It 

sleeps up to 4 people in one double and two single beds. The cost of the flat is £90 per 
night (+ VAT). 

 
3. Rooms may be occupied after 5pm and should be vacated by 11am on the day of 

departure. Keys should be collected from the Front Desk. 
 
4. Housekeepers clean and prepare the rooms daily including weekends. 
 
5. After the month has lapsed, the booking sheets are passed to the Accounts Assistant 

in Finance to raise invoices for payment. Where a department has booked 
accommodation for a visiting professor the department, rather than the individual, is 
invoiced for use of the flat. 

 
See also 3.14 re tax liability} 
 


