HERTFORDSHIRE COUNTY COUNCIL

INTERNAL AUDIT

Schedule of documents expected to be produced / available to an internal auditor to demonstrate that the FMSiS assessment criteria have been met and to allow the school’s financial systems and procedures to be tested and evaluated.
The following records are expected to be available to the auditor to demonstrate a school’s compliance with the DCSF FMSiS.  In accordance with our ‘light touch’ approach, the shaded areas highlighted, and marked with an asterisk (*), may not be examined in any detail.  

In the case of each record(s) listed below, could you please make them available for the auditor, or have copies prepared for the auditor to retain, as indicated below.

Notes: 

1. Where appropriate please produce the latest version of the document listed.

2. Where a category, or class, of records is listed, then, ordinarily, those for the current and previous financial year should be readily available. (The auditor will generally examine records produced in the 12 months preceding the audit, so the extent to which these span the current and previous financial year will depend on how early, or late, in the current financial year the audit takes place). An auditor may, exceptionally, need to examine earlier records.
3. Since the authority’s Finance Director is required to submit an annual report to the DCSF as to whether schools met the FMSiS at 31st March, any audit carried out in the summer term will focus on the position achieved by that date. Therefore documents and other evidence of compliance dated after 31st March cannot, with some exceptions, be treated as applying by the 31st March deadline.

4. The documents listed below do not have to be “lined up for the auditor’s inspection” – but they should be readily available. It is not helpful if the location of key records is not known, if records are incomplete, records are inaccessible, etc.

5. It may be possible to provide copies of many of these records electronically, as Microsoft Word or Excel files for example. The on-line DCSF FMSiS self-assessment tool has the facility to attach ‘electronic files’ to the self-assessment, which, once submitted, can be accessed by Internal Audit. If you intend to make records available in this way, then please discuss this with the auditor when the audit is arranged.

	FMSiS Area
	Document
	Record to View
	Copy to Retain

	1.1
	· Schedule of Financial Delegation
	
	(

	
	· Committee Terms of Reference (where set up)
	(
	Finance

	
	· Governor induction material
	(
	

	1.2
	· Governing Body minutes and supporting records for the last 12 months
	Supporting Reports
	Minutes



	
	· Finance Committee minutes and supporting records for the last 12 months
	Supporting Reports
	Minutes



	
	· Premises / Personnel Committee minutes for the last 12 months
	(

	

	
	· Timetable for governor meetings with ‘programme of business’ where held
	
	(

	
	· Budget planning timetable
	
	(

	1.3
	· Budget preparation records
	(
	

	
	· Signed Approved Budget Return
	
	(

	
	· Quarterly returns for the last year
	(
	

	
	· Year-end return
	(
	

	
	· Virement documentation
	(
	

	
	· Minutes of SMT meetings (where held)
	(
	

	1.4 *
	· Records to support the signing of the annual Statement of Internal Control (e.g. pre-certification checklist – see also 5.7)
	(
	

	1.5
	· Register of Pecuniary (Business) Interests
	(
	

	
	· Whistle blowing policy
	(
	

	2.1 *
	· List of governors
	
	(

	
	· Review of governor competencies
	(
	

	2.2 *
	· Review of competencies for staff with financial responsibilities
	(

	

	
	· Staffing structure
	
	(

	
	· Job descriptions for finance staff and budget holders
	(

	

	
	· Person specifications for finance posts
	(
	

	
	· Performance Management targets
	(
	

	3.1
	· School Improvement / Development Plan
	(
	

	
	· Medium Term Finance Plan
	
	(

	
	· Report / notes to governors setting out the basis for the proposed budget.
	(

	


	FMSiS Area
	Document
	Record to View
	Copy to Retain

	3.2 *
	· Benchmarking material and reports
	(
	

	4.1
	· Governor induction material as referred to in 1.1
	N/A
	N/A

	4.2
	· Best Value statement
	
	(

	
	· Contracts register
	(
	

	
	· Contracts and leasing documentation
	(
	

	
	· Records to support any tendering exercises undertaken
	(

	

	
	· Contract monitoring information
	(
	

	5.1
	· Budget monitoring reports to budget holders / headteacher / governors, etc with any supporting information (e.g. system recompilation, trial balance, variance reports, etc)
	(
	

	5.2
	· Information will usually be obtained through the LA prior to attending the school.
	N/A
	N/A

	5.3
	· Information will usually be obtained through the LA prior to attending the school.
	N/A


	N/A

	5.4
	· Contained with the LA ‘Financial Handbook for Schools’.
	N/A
	N/A

	5.5
	· Financial procedures manual or equivalent
	(
	

	
	· Charging policy (if not part of the procedures manual)
	
	(


	
	· Debt recover / refunds / asset disposal policies
	
	(

	5.6
	· SBS account bank statements
	(
	

	
	· List of budget holders with signatures (where held)
	(
	

	
	· Authorised signatures for banking and payroll
	(

	

	
	· Bank reconciliations
	(
	

	
	· Copies of VAT submissions to the LA
	(
	

	
	· Data Protection Act registration
	(
	

	5.7
	· Documentation of any self-assessment documents of the school’s financial systems
	(

	


Documents required for other areas of the internal audit, which feed into the FMSiS and particularly Standard 5.7
	Audit Area
	Document
	Record to View
	Copy to Retain

	General
	· Inventory / asset register
	(
	

	
	· Details of insurance cover (other than HCC)
	(

	

	Payroll
	· Pay policy
	(
	

	
	· Staff contracts
	(
	

	
	· Monthly payroll reports
	(
	

	
	· Timesheets / casual claims / overtime records
	(
	

	
	· Travel / expense claims
	(
	

	
	· Travel policy (if held)
	
	(

	
	· Contract or Service Level Agreement with payroll bureau (other than Serco)
	
	(

	
	· HMRC dispensation (if not using Serco)
	
	(

	Expenditure
	· Cheque books
	(
	

	
	· Paid invoices
	(
	

	
	· Business card records
	(
	

	
	· Orders
	(
	

	
	· Petty cash
	(
	

	
	· Direct debit reports
	(
	

	Income
	· Paying-in books
	(
	

	
	· Residential journey records
	(
	

	
	· Day visit records
	(
	

	
	· Music records (registers / invoices / contract / remission / monthly statement of teachers’ hours)
	(
	

	
	· Lettings records (register or diary / invoices / booking forms / insurance details / overtime claims / policy on use)
	(
	

	Meals
	· Free school meal authorisations
	(
	

	
	· Adult meal records
	(
	

	
	· Trading records (if appropriate)
	(
	

	
	· Registers / computer records
	(
	

	
	· Monthly and termly returns to the LA
	(
	

	
	· Cook’s returns
	(
	

	Private Funds
	· Bank statements
	(
	

	
	· Ledger (or computer reports)
	(
	

	
	· Cheque books
	(
	

	
	· Paying-in books
	(
	

	
	· Report to governors
	
	(

	
	· Annual returns / certificates
	(
	

	
	· Sales / income records
	(
	

	
	· Paid invoices
	(
	

	
	· Governor policy on use (where held)
	
	(
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