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EXAMPLE AGENCY CHIEF EXECUTIVE’S FINANCIAL INSTRUCTIONS

In accordance with the Financial Management Act 1996, all authority and accountability for Example Agency (the department) rests with the Chief Executive.

These instructions apply to both the Example Agency and are designed to empower managers to manage their own areas of responsibility.

These instructions provide an overall framework for financial operations within the department without specifying procedural details. The Public Sector Management Standards (PSMS), Best Practice Notes (BPN’s), ACT Accounting Policy Manual (APM) and ACT Purchasing Policy Principles and Guidelines (PPPG) should be used when additional information is required.

Access to the PSMS, BPN’s, APM and PPPG are available on the Internet at the following addresses.

PSMS, BPN’s and APM
http://www.act.gov.au/government/publications
PPPG
http://www.basis.act.gov.au

Directors should develop their own supplementary procedures relevant to their own systems and staffing.

1.1
Delegation of Authority

INSTRUCTIONS

All staff of the Example Agency who control, manage or otherwise utilise or consume resources are responsible to ensure that it is done in an efficient, effective and ethical manner.  They must also ensure compliance with applicable laws and regulations.

Staff with delegations have the legal authority and obligation to exercise powers and carry out certain actions and they are personally accountable for their decisions and actions.

Officials will only exercise delegated powers in accordance with their authority.

Delegations and authorisations will be documented, signed and dated by the Chief Executive.

The Financial Controller will maintain a register of financial delegations that contains all delegations conferred by these instructions and all relevant legislation including the Financial Management Act 1996.

REFERENCES

	Source
	Description

	FMA Act
	s31, s54

	FMA Regs/FMOs
	n/a

	Other legislation/regs
	Legislation Act 2001

	Related CEIs 
	Accounting Procedure Manual 1.1 Delegation of Authority

	Guideline
	Financial Register of Delegations 


1.2
Risk Management 

INSTRUCTIONS

Chief Executives are required to promote the efficient, effective and ethical use of government resources.  Important to the achievement of this requirement are the risk management strategies that are in place to minimise risks and to improve overall performance.

Risks are threats to the achievement of the department objectives.  Risk management requires that all significant risks be managed to minimise the potential for adverse consequences.

Directors are responsible for ensuring they, and their staff, apply the principles of risk management and integrate them with their planning and administration of functions, processes or activities.

Risk management is integral to good governance.  Planning, decision-making and actions of the department staff shall have full regard to the principle of balancing opportunity against the potential for adverse consequences should risk events occur.

All staff must identify, analyse, assess and treat significant business risks in relation to the functions, processes and activities they undertake or in which they participate.

A risk assessment should be undertaken as soon as possible when a significant new function, process or activity is introduced and the current risk management plan (for development) should be updated accordingly.

REFERENCES

	Source
	Description

	FMA Act
	

	FMA Regs/FMOs
	n/a

	Other legislation/regs
	

	Related CEIs and Guidelines
	Accounting Procedure Manual 1.2 Risk Management 

Accounting Procedure Manual 1.7 Fraud Control and Reporting

	Guideline
	Australian/New Zealand Standard AS/NZS 4360:1999 ‘Risk Management’.


1.3
Budgetary Management and Control

INSTRUCTIONS

Directors are responsible for delivering outputs within the budget available to them.  They are responsible for costing their outputs (and contribution to outputs) and developing budgets within the overall budget allocated to them.  Their financial powers are limited to those budgets.

In developing budgets, directors must justify funding by reference to Government priorities and implications for achieving the department’s priorities and strategies.  

Directors are responsible for promptly advising Corporate Finance of any issues which may cause allocations to be exceeded and measures proposed in order to bring expenditure into line with budget.

The Chief Executive has overall responsibility for the allocation of funds within the department and for the regular monitoring of overall financial performance.

REFERENCES

	Source
	Description

	FMA Act
	

	FMA Regs/FMOs
	n/a

	Other legislation/regs
	

	Related CEIs and Guidelines
	Accounting Procedure Manual 1.4 Reporting Responsibility 

Accounting Procedure Manual 1.5 Accounts and Records

	Guideline
	


1.4
 Reporting Responsibility

INSTRUCTIONS

The department’s Ownership Agreement requires that the Chief Executive provide financial performance reports to the Minister (with a copy to the Department of Treasury, Financial and Budgetary Management Branch by the eighth (8th) working day after the end of each month).  The Financial Management Act 1996 requires that the department provide relevant service performance and financial reports to the Minister (again with a copy to Department of Treasury, Financial and Budgetary Management Branch in summary each month and in detail on a quarterly basis).

All directors should keep appropriate records and provide the necessary report components, within the time constraints, in order that the Chief Executive is able to fully discharge the above responsibilities.  Internal financial and service performance reports are also needed to provide the management information that the Chief Executive and other directors require for the necessary financial and general management of the department.

All managers are responsible for providing, within specified time-lines, relevant financial and service performance reports to their Director for the Chief Executive; and using their own and subordinate managers reports to reach appropriate decisions and to adequately discharge their financial and general management responsibilities to the Chief Executive.

REFERENCES

	Source
	Description

	FMA Act
	s22 -30, s58-63

	FMA Regs/FMOs
	n/a

	Other legislation/regs
	

	Related CEIs and Guidelines
	Accounting Procedure Manual 1.4 Reporting Responsibility

	Guidelines
	Example Agency Ownership Agreements

Chief Minister’s Annual Reports Directions


1.5
Accounts and Records

INSTRUCTIONS

Section 31(2)(d) of the Financial Management Act 1996 requires the Chief Executive to ensure that proper accounts and records of all financial transactions and events are maintained in accordance with generally accepted accounting practice.

An official must not, under any circumstances, create false records or make unauthorised alterations to falsify any account, statement, receipt or record kept or issued.

Accounts and records shall be retained for seven years, or in accordance with the Territory Administrative Records Disposal Schedule.

Most of the department’s accounting policies are defined within the ACT Accounting Policy Manual.  However, in some cases, policies particular to transactions of and within the department are required to clarify the manner of accounting for and reporting of those transactions.  In both instances, the Chief Executive is ultimately responsible for application of the accounting policies.

The broad framework of the department’s accounting structure will be influenced by its external reporting requirements.  However, the Chart of Accounts and other structures within the department’s accounting systems and records has been structured to facilitate effective financial management and meaningful internal reporting, as well as enable compliance with external requirements.

REFERENCES

	Source
	Description

	FMA Act
	

	FMA Regs/FMOs
	n/a

	Other legislation/regs
	

	Related CEIs and Guidelines
	Accounting Procedure Manual 1.5 Accounts and Records

Accounting Procedure Manual 1.4 Reporting Responsibility

	Guidelines
	ACT Accounting Policy Manual


1.6
Audit Committee

INSTRUCTIONS

The Audit Committee is responsible for assisting the Chief Executive with responsibilities of corporate governance, particularly maintaining adequate internal controls over the revenue, expenditure and assets of the Department. 

The Committee is to meet at least six times annually, but may hold additional meetings for special purposes and consider matters out of session if required.  The Committee’s Chair is appointed by the Minister on recommendation of the Chief Executive.  The Chief Executive attends meetings of the Committee and appoints other Committee members, some of whom will be independent of the department. 

The Audit Committee compiles the department’s internal audit work program which is submitted to the Chief Executive for endorsement.  The internal audit work program identifies the systems and records to be audited over a 3-year cyclical period, and is compiled after identifying and assessing areas of risk in the department.

Internal Audit

Best Practice Note 6.3 for Standard 6 of the Public Sector Management Standards outlines the internal audit function.  Internal Audit is an arm of management and aims to provide a review function for management by undertaking a systematic program of reviews, which can encompass any departmental function or programs.  Internal Audit is undertaken by “in-house” personnel in conjunction with external contractors.  All audit reports are submitted to the Chief Executive for information and any additional action which the Chief Executive considers appropriate.

The Chief Executive has empowered Internal Audit to seek and obtain any information, documents or explanations from all personnel, documents and records systems in the department, which are necessary for its reviews.

Internal Audit will advise the Chief Executive or the Minister concerning any matters which it considers warrants their attention.

REFERENCES

	Source
	Description

	FMA Act
	s31

	FMA Regs/FMOs
	n/a

	Other legislation/regs
	

	Related CEIs and Guidelines
	Accounting Procedure Manual 1.6 Audit Committee

Accounting Procedure Manual and CEI 1.4 Reporting Responsibility 

Accounting Procedure Manual and CEI 1.5 Accounts and Records

Accounting Procedure Manual and CEI 1.7 Fraud Control and Reporting.

	Guidelines
	Example Agency Charter for Internal Audit and Charter for the Audit Committee

Frameworks for Internal Auditing in Territory Agencies (ACT Auditor General Report)


1.7
Fraud Control and Reporting

INSTRUCTIONS

The Public Sector Management Standards specify that all managers and employees have an obligation to be aware of the Code of Ethics contained in Section 9 of the Public Sector Management Act of 1994.  Further guidance on ethical matters can be obtained from the Best Practice Notes relating to Standard 1 of the Public Sector Management Standards and the Guidelines for Dealing With Fraud and Corruption In the ACT.

Public Sector Management Standard 1 sets down principles for fraud control.  Managers and staff should apply the guidelines contained in the Best Practice Notes for Standard 1 except where these guidelines are superseded by specific provisions set in the Accounting Procedure Manual 1.7 Fraud Control and Reporting.

All managers should ensure that they and their staff are familiar with their rights and obligations, as outlined in Standard 1.  

REFERENCES

	Source
	Description

	FMA Act
	Section 9 - Code of Ethics

	FMA Regs/FMOs
	n/a

	Other legislation/regs
	Public Sector Management Standard 1

	Related CEIs and Guidelines
	Accounting Procedure Manual 1.7 Fraud Control and Reporting

Accounting Procedure Manual and CEI 1.6 Audit Committee

	Guidelines
	Guidelines for Dealing With Fraud and Corruption in the Public Service


1.8
Insurance and Indemnities

INSTRUCTIONS

Officials are not to approve entering indemnity arrangements unless specifically authorised by the Minister in accordance with Section 47 of the Financial Management Act 1996.
A legal opinion concerning the validity of proposals must be obtained prior to submitting proposals to the Minister.

The Financial Controller will identify and quantify all insurable risks to ensure that appropriate insurance cover is taken out.

REFERENCES

	Source
	Description

	FMA Act
	s47

	FMA Regs/FMOs
	n/a

	Other legislation/regs
	

	Related CEIs and Guidelines
	Accounting Procedure Manual 1.8 Insurance and Indemnities

Accounting Procedure Manual and CEI 1.2 Risk Management

	Guidelines
	


2
SPENDING PUBLIC MONIES

2.1
Spending Authority

INSTRUCTIONS

All authority given to managers by the Chief Executive to incur costs is limited by delegations, as per the department’s delegation schedule.  

When approving travel expenses, managers should also comply with applicable requirements of the department Travel Guidelines and Public Sector Management Standards (PSMS), particularly Standard 6, Part 2.

REFERENCES

	Source
	Description

	FMA Act
	s31

	FMA Regs/FMOs
	n/a

	Other legislation/regs
	Public Sector Management Standard 6 

	Related CEIs and Guidelines
	Accounting Procedure Manual 2.1 

Spending AuthorityAccounting Procedure Manual and CEI 1.1 Delegation of Authority

Accounting Procedure Manual and CEI 2.2 Procurement of Goods and Services 

Accounting Procedure Manual and CEI 2.3 Payment of Accounts 

Accounting Procedure Manual 2.4 Travel and Cabcharge

Accounting Procedure Manual and CEI 2.9 Credit Cards

	Guidelines
	Public Sector Management Standard 6 


2.2
Procurement of Goods and Services

INSTRUCTIONS

The ACT Purchasing Policy, Principles and Guidelines details the principles and procedures the Government has adopted to help ensure ‘best value for money’ is obtained.  The ACT Purchasing Policy, Principles and Guidelines should be adhered to by all departmental managers and staff.

The Chief Executive has the authority and responsibility to obtain, account for, and dispose of goods and services in order to achieve the department’s output requirements.  Managers and staff are authorised in these instructions to carry out the purchasing functions on behalf of the Chief Executive.

When procuring goods and services, management and staff must comply with the requirements of the ACT Purchasing Policy, Principles and Guidelines and the Accounting Policy Manual.

REFERENCES

	Source
	Description

	FMA Act
	s31

	FMA Regs/FMOs
	n/a

	Other legislation/regs
	Government Procurement Act 2001

	Related CEIs and Guidelines
	Accounting Procedure Manual 2.2 Procurement of Goods and Services

Accounting Procedure Manual and CEI 1.1 Delegation of Authority

Accounting Procedure Manual 2.3 and CEI Payment of Accounts

Accounting Procedure Manual 2.4 and CEI Travel and Cabcharge 

Accounting Procedure Manual and CEI 2.8.1 Engagement of Consultants

Accounting Procedure Manual and CEI 2.8.2 Use of Contractors

Accounting Procedure Manual and CEI 2.9 Credit Cards

	Guidelines
	ACT Procurement Circular 2003/06 – Probity and Ethical Behaviour

ACT Public Sector Standards – Ethical Behaviour

ACT Procurement Circular 2002/07 – Privacy in ACT Government Purchasing

ACT Government Guideline on Buying Locally

ACT Government Guideline for Australian Capital Region Industry Plan

ACT Government Modified Risk Management Guideline

Government Procurement (Quotation and Tender Thresholds) Guideline 2003 (No 1)


2.3
Payment of Accounts

INSTRUCTIONS

Payments shall only be made for goods or services required for departmental use purchased in accordance with governing legislation and guidelines.  Payments shall be made to suppliers only for goods and/or services actually received and for the agreed amount.  The department’s preferred payment method is electronic funds transfer.  Prompt payment discounts should be utilised where appropriate.

In order to maintain proper control on the expenditure of public moneys and to reduce the risk of fraud and costly errors, system controls for the checking and approving the payment of accounts will be maintained.  Access to IT systems should only be sufficient to enable the officer to carry out their assigned responsibilities. Suitable audit checks should be developed as an additional systems control.

The Financial Controller should ensure the accounting systems and records provide a complete and accurate audit trail of the activities of each supplier account and should also ensure adequate controls are in place to prevent the processing of payments which are not based on authorised approvals.  These controls should include segregation of duties as appropriate.

REFERENCES

	Source
	Description

	FMA Act
	s31

	FMA Regs/FMOs
	n/a

	Related CEIs and Guidelines

Related CEIs and Guidelines (cont.)
	Accounting Procedure Manual 2.3 Payment of Accounts

Accounting Procedure Manual and CEI 1.1 Delegation of Authority

Accounting Procedure Manual and CEI 1.2 Risk Management

Accounting Procedure Manual and CEI 1.7 Fraud Control and Reporting

Accounting Procedure Manual and CEI 2.2 Procurement of Goods and Services 

Accounting Procedure Manual 2.4 Travel and Cabcharge

Accounting Procedure Manual and CEI 2.8.1 Engagement of Consultants

Accounting Procedure Manual and CEI 2.8.2 Use of Contractors

Accounting Procedure Manual and CEI 2.9 Credit Cards

Government Procurement (Principles) Guideline 2002 (N0. 2)


2.4
Travel and Cabcharge

INSTRUCTIONS

Any travel undertaken on behalf of the Agency must take account of value for money principles, and comply with the general procurement and payment policies of the ACT and the specific procurement and payment policies of the Department (as detailed in these instructions).

All officials travelling must obtain approval for official travel from an appropriate delegate prior to travel.  No official, except the Chief Executive who can approve its own internal travel, will approve their own travel.

Officers travel arrangements be in accordance with their entitlements as set out in the Certified Agreement or their Australian Workplace Agreement.

Proposed travel must be arranged through the Department’s travel agent for travel arranged within Australia and with an appropriate travel provider for travel arranged outside Australia (and having regard to procurement guidelines) as appropriate.

Loyalty program points (such as Frequent Flyer points) accumulated by staff that relate to official travel and/or other official expenditure must not be used for personal benefit or gain (irrespective of the source of payment of the traveller’s loyalty program membership).

REFERENCES

	Source
	Description

	FMA Act
	s31

	FMA Regs/FMOs
	n/a

	Other legislation/regs
	

	Related CEIs and Guidelines
	Public Sector Management Standard No. 6, Part 2, Travel – Domestic and International 

Best Practice Note 6.2

	Guidelines
	Accounting Procedure Manual 2.4 Travel and Cabcharge

Accounting Procedure Manual and CEI 2.3 Payment of Accounts

Accounting Procedure Manual and CEI 2.9 Credit Cards

Accounting Procedure Manual and CEI 5.1 Accountable Forms


2.5
Official Hospitality

INSTRUCTIONS

The Chief Executive is responsible for the control and reporting of expenditure on hospitality incurred by departmental officers.  The Chief Executive must decide whether expenditure on official hospitality is a proper charge on public funds.

Public moneys should only be spent on official hospitality where it will foster the efficient conduct of public business or promote the public interest.

All hospitality expenditure is to be approved prior to the event.

As a general principle, public moneys should not be used to provide hospitality for ACT Government officers.  The number of ACT Government officials attending a Departmental function involving official hospitality should be restricted to those who would be able to advance the interests of the department or where the department would benefit from their attendance.

The level of hospitality and cost incurred should be related in a sensitive manner to the level of importance of the visitor(s) and the benefits accruing to the department.

REFERENCES

	Source
	Description

	FMA Act
	s31

	FMA Regs/FMOs
	n/a

	Other legislation/regs
	

	Related CEIs and Guidelines
	Accounting Procedure Manual 2.5 Official Hospitality

Accounting Procedure Manual 2.2 Procurement of Goods and Services 

	Guidelines
	


2.6
Grant Administration

INSTRUCTIONS

Grants Paid by the Department

The Chief Executive is responsible for administering programs of assistance in accordance with Government policy. 

Grants programs should be designed to:

· assess each grantee’s application and approve contracts or payment of grants;

· determine grant contractual terms and conditions, and payment arrangements;

· monitor the grantee’s attainment of objectives and compliance with conditions of grant; and

· ensure all grant payments are promptly acquitted by grantees.

Directors who have responsibility to administer grants paid by the department are accountable to the Chief Executive for ensuring that the Chief Executive’s responsibilities, are adequately discharged.

An agreement should be negotiated with all grantees to ensure grants are used for an agreed purpose.  The recipient of a grant should provide evidence that funds provided were expended for the intended purpose.

Prior to commencement of a grant program, GST implications are to be checked with the Financial Controller.

Grants Received by the Department

Managers of Externally Funded Programs (EFPs) are to ensure that terms and conditions are met within the timeframes required and presented documentation has been completed.

Applications by the department for externally funded grants must be made in accordance with and approved by officers of Director level and above.

Prior to signing of a grant agreement a copy of the draft agreement is to be forwarded to the Financial Controller for checking of financial implications e.g. invoicing requirements, audit and GST implications.

REFERENCES

	Source
	Description

	FMA Act
	

	FMA Regs/FMOs
	n/a

	Other legislation/regs
	

	Related CEIs and Guidelines
	Accounting Procedure Manual 2.6 Grant Administration

Accounting Procedure Manual 2.8.2 Use of Contractors

	Guidelines
	


2.7
Act of Grace Payments

INSTRUCTIONS

An Act of Grace payment is a special gift of money by the Agency which falls outside statutory entitlements.

In accordance with Section 64 of the Financial Management Act 1996, only the Treasurer or specified senior staff of the Department of Treasury may approve Act of Grace payments. 

All submissions requiring the Treasurer’s consideration are to be sent through the Department of Treasury, Financial and Budgetary Management Branch and require the Chief Executive’s approval.

No member of the department should assume or imply in advance that an Act of Grace payment will be approved.

REFERENCES

	Source
	Description

	FMA Act
	s64

	FMA Regs/FMOs
	n/a

	Other legislation/regs
	

	Related CEIs and Guidelines
	Accounting Procedure Manual 2.7 Act of Grace Payments

	Guidelines
	


2.8
Engagement of Consultants and Contractors

2.8.1
Engagement of Consultants

INSTRUCTIONS

The engagement of a consultant is a purchasing activity and involves the procurement of external sources of expertise to achieve agreed outputs.  The effective selection, engagement and management of consultants require a professional and structured approach to ensure best value for money outcomes are achieved.

To ensure the highest standards of probity are maintained there is a general restriction on engaging former public servants as consultants until after a sufficient period has elapsed since employment to remove any apparent nexus between the former employment and the consultancy engagement.

Consultants are contracted to provide high-level expert advice of a managerial, professional or technical nature on a project basis.

Generally it is the advisory nature of the work that differentiates consultants from other contractors.

The Manager engaging a consultant is responsible for:

· identifying and documenting the need and specifications for an external consultancy;

· preparation of tender documentation and contract (in conjunction with the ACT Government Solicitor and / or ACT Procurement Solutions); and

· monitoring and evaluation of the consultant’s performance. 

REFERENCES

	Source
	Description

	FMA Act
	s31

	FMA Regs/FMOs
	n/a

	Other legislation/regs
	Government Procurement Act 2001

	Related CEIs and Guidelines
	Accounting Procedure Manual 2.8.1 Engagement of Consultants

Accounting Procedure Manual 2.2 Procurement of Goods and Services 

	Guidelines
	Chief Minister’s Department Consultancy Guidelines – Achieving the Effective use of Consultants in the ACT Public Service

ACT Government Guideline for the Preparation of Requests for Offers

ACT Government Procurement (Principles) Guideline 2002 (No 2)

ACT Government Modified Risk Management Guideline

ACT government Guideline for Debriefing Unsuccessful Tenderers

ACT Government Guideline for Buying Locally

Government Procurement (Quotation and Tender Thresholds) Guideline 2003 (No 1)


2.8.2
Engagement of Contractors

INSTRUCTIONS

The engagement of a contractors is a purchasing activity and involves the procurement of external resources to achieve agreed outputs.  The effective selection, engagement and management of contractors requires a professional and structured approach to ensure best value for money outcomes are achieved.

To ensure the highest standards of probity are maintained there is a general restriction on engaging former public servants as contractors until after a sufficient period has elapsed since employment to remove any apparent nexus between the former employment and the contractor’s engagement.

Contractors are external organisations or persons contracted to perform specific or routine tasks.

Generally it is the advisory nature of the work that differentiates consultants from other contractors.

REFERENCES

	Source
	Description

	FMA Act
	s31 

	FMA Regs/FMOs
	n/a

	Other legislation/regs
	Government Procurement Act 2001

	Related CEIs and Guidelines
	Accounting Procedure Manual 2.8.1 Engagement of Consultants

Accounting Procedure Manual 2.2 Procurement of Goods and Services 

	Guidelines
	ACT Government Procurement (Principles) Guidelines 2002 (No 2)

ACT Government Modified Risk Management Guideline


2.9
Credit Cards

INSTRUCTIONS

The ACT Government has incorporated the use of the ACT Government Corporate Credit Card into its overall purchasing and accounts payable procedures.  The Commonwealth Bank (Mastercard) is the contracted provider of the ACT Government corporate credit card.

Managers should only approve the use of the credit card facility where efficiencies in the purchasing and payment processes can be demonstrated.

Credit cards are to be used where departmental officers are required to make purchases within their delegations urgently or where it is inconvenient to expect the officer to purchase goods and services through normal channels.  They have been introduced in order to allow departmental officers to perform their duties more efficiently and effectively.

REFERENCES

	Source
	Description

	FMA Act
	s31

	FMA Regs/FMOs
	n/a

	Other legislation/regs
	

	Related CEIs and Guidelines
	Accounting Procedure Manual 2.9 Credit Cards

Accounting Procedure Manual 1.1 Delegation of Authority

	Guidelines
	


3
CASH MANAGEMENT

3.1
Cash Management

INSTRUCTIONS

Section 34 of the Financial Management Act 1996 prescribes that the Minister may approve the opening of bank accounts, which will be maintained by such banks as the Treasurer may direct.  An officer delegated the power to open bank accounts must observe any directions issued by the Chief Executive on the use of that authorisation and the types of accounts which may be opened.

The Financial Controller is the authorised officer to open bank accounts and must:

· establish such bank accounts with bankers as the Treasurer approves;

· not open bank accounts in the name of individuals; and

· designate officers to be signing and countersigning officers to operate official bank accounts.

Staff of the department might deal with three different types of moneys:

· the department’s own cash, related to the production and supply of outputs;

· the Government’s cash, relating to expenses incurred and revenues collected on behalf of the Territory (EBT and RBT); and

· private moneys that the department holds as a Trustee.

Officers responsible for payment of accounts should follow the procedures covering the preparation, payments and any supplementary procedures as issued by the Financial Controller.

REFERENCES

	Source
	Description

	FMA Act
	s32-38, s49-53, s55-56

	FMA Regs/FMOs
	n/a

	Other legislation/regs
	

	Related CEIs and Guidelines
	Accounting Procedure Manual 3.1 Cash Management

Accounting Procedure Manual and CEI 2.3 Payment of Accounts

	Guidelines
	


4
INVOICING AND DEBT MANAGEMENT

4.1
Invoicing

INSTRUCTIONS

All services for charge must be invoiced in a timely manner in order to fulfil the Chief Executive’s responsibility to ensure the efficient and effective financial management of the department.

All managers and staff involved in providing services for charge should ensure the Chief Executive’s obligations are adequately discharged.

REFERENCES

	Source
	Description

	FMA Act
	s31

	FMA Regs/FMOs
	n/a

	Other legislation/regs
	ACT Accounting Policy Manual

	Related CEIs and Guidelines
	Accounting Procedure Manual 4.1 Debt Management and Invoicing

Accounting Procedure Manual  and CEI 3.1 Cash Management

	Guidelines
	


4.2
Debt Management

INSTRUCTIONS

It is the responsibility of the Chief Executive to ensure all moneys due to the department are received in a timely manner, in order to manage the net costs within budget and to optimise net cash flows and working capital management.  The Chief Executive is also responsible for ensuring the incidence of bad debts is avoided or minimised.

All managers and staff involved in accounts receivable operations should ensure the Chief Executive’s obligations are adequately discharged.

For each non-salary debtor, the Financial Controller should ensure the accounting system and records provide a complete and accurate audit trail of the activities of each debtor account and should ensure adequate controls are in place to prevent the recording of receipts which are not based on actual payments by debtors.  These controls should include segregation of duties as appropriate.

For each salary and related debtor, the Manager Corporate Development should ensure an accurate audit trail exists for the activities of each debtor and should ensure adequate controls are in place to prevent the recording of receipts which are not based on actual recoveries from debtors.  These controls should include segregation of duties as appropriate.

REFERENCES

	Source
	Description

	FMA Act
	s65

	FMA Regs/FMOs
	n/a

	Other legislation/regs
	ACT Accounting Policy Manual

	Related CEIs and Guidelines
	Accounting Procedure Manual 4.1 Debt Management and Invoicing

	Guideline
	


5
ACCOUNTABLE FORMS

5.1
Accountable Forms

INSTRUCTIONS

Accountable forms need to be individually identified and accounted for.  Managers of staff responsible for accountable forms should ensure that adequate controls and procedures are in place to ensure the security of those forms, eg. concerning acquisition numbering, recording in the accountable forms register, issuing forms to users and secure storage.

The following forms are classified as accountable:

· receipt books;

· cheque forms and cheque books;

· cabcharge vouchers and cards; and

· ACTION bus tickets.

Officers requiring these forms in the course of their duties should sign for their issue in the Accountable Forms Register. 

REFERENCES

	Source
	Description

	FMA Act
	

	FMA Regs/FMOs
	n/a

	Other legislation/regs
	

	Related CEIs and Guidelines
	Accounting Procedure Manual 5.1 Accountable Forms

	Guidelines
	


6
ASSET MANAGEMENT

6.1
Asset Management

INSTRUCTIONS

Assets management includes acquiring assets (through purchase and construction), repairing and enhancing existing assets, transferring assets to other areas in the department, and disposing of assets (e.g.  because they are no longer cost effective to use in the production of outputs).

Managers are responsible to the Chief Executive for the efficient management of the department’s assets.

Managers are responsible for the physical control of all assets (in their Section).

Managers are responsible for ensuring a record of assets is maintained in their section that staff complete the appropriate record keeping in relation to the receipt, transfer and disposal of assets under their control. 

The ACT Accounting Policy Manual specifies the accounting and reporting requirements for assets.  Managers and staff should give due regard to the ACT Accounting Policy Manual, the ACT Assets and Disposals Policy Principles and Guidelines and the Accounting Policy Manual 6.1 Asset Management in carrying out asset management tasks.  

Stocktaking of assets should be regularly conducted by a person independent of the line function to assist annual financial statement preparation.

REFERENCES

	Source
	Description

	FMA Act
	s31

	FMA Regs/FMOs
	n/a

	Other legislation/regs
	

	Related CEIs and Guidelines
	Accounting Procedure Manual 6.1 Asset Management

	Guidelines
	ACT Accounting Policy Manual

ACT Assets and Disposals Policy Principles and Guidelines

ACT Government Guideline for the Disposal of Surplus Assets


7
TAXATION

7.1
Goods and Services Tax (GST)

INSTRUCTIONS

The Commonwealth introduced a new tax system on 1 July 2000, which introduced the GST and abolished a number of indirect taxes.  The department is carrying on a business within the terms of the New Tax System legislation and accordingly is able to claim Input Tax Credits and is required to levy the Goods and Services Tax for certain services.

The impact of the GST should be considered on all departmental transactions and arrangements including supplier contracts and sale and purchase agreements.

Tax Invoices must be received for all relevant expenditure.

A Business Activity Statement (BAS) must be completed monthly, and provided by the due date to the Australian Taxation Office.

All expenditure and invoice documentation must reflect GST requirements.

REFERENCES

	Source
	Description

	FMA Act
	

	FMA Regs/FMOs
	n/a

	Other legislation/regs
	A New Tax System (Goods and Services Tax) 1999

	Related CEIs and Guidelines
	Accounting Procedure Manual 7.1 Goods and Services Tax (GST)

	Guidelines
	


7.2
Fringe Benefits Tax (FBT)

INSTRUCTIONS

Benefits provided to employees in connection with their employment are subject to Fringe Benefits Tax legislation.

Fringe Benefits Tax liability must be assessed for any benefits provided by the department to its employees.

Staff obtaining a fringe benefit must provide information in relation to that benefit when requested.

FBT Returns must be submitted annually in accordance with Australian Tax Office Requirements.

Where the total taxable value of all reportable fringe benefits received by a departmental employee exceeds $1,000, the department must to report the amount on the employee's Statement of Earnings.

REFERENCES

	Source
	Description

	FMA Act
	

	FMA Regs/FMOs
	n/a

	Other legislation/regs
	Fringe Benefits Tax Assessment Act 1986

A New Tax System (Fringe Benefits Tax) Act 2000

	Related CEIs and Guidelines
	Accounting Procedure Manual 7.2 Fringe Benefits Tax (FBT)

	Guidelines
	


8
ACTPS VEHICLES

8.1
ACTPS Vehicles

INSTRUCTIONS

The department is responsible for the operation of a safe, equitable, efficient and ethical system to provide Executives and departmental officers with “Employer-Provided ACTPS Vehicles” under the department’s control.

Employees utilising vehicles are responsible for the accurate reporting of business use of the vehicles, and monitoring the refuelling and maintenance requirements of the vehicles in use.

The Director, Corporate Services is responsible for arranging new vehicles for Executives according to their contractual entitlements.

The Chief Executive is responsible for monitoring the system that delivers “Employer‑Provided ACTPS Vehicles” for the use of departmental officers.

REFERENCES

	Source
	Description

	FMA Act
	s31

	FMA Regs/FMOs
	n/a

	Other legislation/regs
	

	Related CEIs and Guidelines
	Accounting Procedure Manual 8.1 ACTPS Vehicles

	Guidelines
	No.1 Part 5, Personal Use of Resources

No. 6 Parts 3 & 4, Non‑Executive Vehicles and Executive Vehicles

ACTPS Non‑Executive Passenger and Light Commercial Vehicle Management Policy

Administering Chief Executive Guidelines for the Management and use of Executive Vehicles

Remuneration Tribunal Determination and Statement 116 Chief Executives and Executives

Remuneration Tribunal Determination and Statement 117 Part‑Time Holders of Public Office, Commissioner for Public Administration
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