
FINANCE CONTROLS POLICY 

1. Introduction

This document sets out the policy and process of GBSLEP in relation to any activity that commits the LEP to financial expenditure. It ensures 

that: 

 Purchase of goods and services made do not exceed the limits of approved budgets

 Goods and services are purchased only with proper authorisation

 Appropriate and compliant tender processes are used where appropriate and in line with delegated budgets

 Goods and services are correctly ordered and recorded

 LEP can demonstrate best value for money when spending public money

No Individual who works for the LEP may commit the company to any financial commitment unless they follow this policy. 

In support of this policy GBSLEP will:  

 Assign responsibility to named individuals and provide adequate management oversight

 Measure and monitor the application of this policy

 Review this policy at least once every two years

 Ensure that all GBSLEP staff are aware of this policy and associated procedures

2. Overview of accountabilities for procurement

The COO is accountable for establishing process, policy and governance relating to financial matters, along with the management of risk. This 

includes the following: - 

 Recommending delegation limits for sign off by the GBSLEP Board
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 Management of the Finance System  

 Mitigating financial risk arising from contract risk during procurement and tendering process  

 Standardisation of purchases where possible across high volume items  

 Introduction and review of processes  
 

The Head of Governance is accountable for ensuring periodic audits of finance systems and activity 

 

The Head of Delivery is accountable for monitoring financial spend and risk for capital programs and reporting this to the COO and Programme 

Delivery Board. 

 

The following are accountable for allocating capital expenditure – LEP Director (up to £2.5m); Program Delivery Board (up to £10m); GBSLEP 

Board (over £10m). 

 

The finance team provides assurance; remaining aware of and reporting any misconduct, or offence of fraud under the Fraud Act 2006 and the 

Bribery Act 2010.  

  

All staff  have a responsibility to work within the terms laid out; as well as acting legally and ethically.  

 

All staff and officers whose role may make them liable to have a conflict of interests with their duties must declare this. They will be required to 

sign a declaration which will be held with HR records. Should circumstances change, HR must be notified immediately. 

 

 



 

3. COMMITTING THE LEP TO FINANCIAL EXPENSE 

The aim of the annual budgeting process is to ensure annual requirements are adequately considered, and appropriate budgets awarded. 

Repeated expenditure that is not within budget, will result in disciplinary action, and may result in the withdrawal of financial and budgeting 

responsibilities. 

3.1 Procurement items and services under £200 

As long as purchase is within the approved budget, commitments may be made and / or authorised by budget holders. 

 

Purchase values may not be split to bring them under the limit. 

 

3.2 Procurement of larger value items and services 

The thresholds apply to budgeted expenditure only. They exclude recruitment; additional posts must be signed off by the CEO, replacement 

posts can be filled immediately. 

 

The following financial limits/procedures must be followed, and the total value must not be artificially split to avoid the appropriate approach. 

 

£201 to £999  

 

One written quotation  

£1,000 to £10,000  Three written quotations 



£10,001 to OJEU limits Open tender, advertised on GBSLEP website, signed 

off by the COO and GBSLEP Board 

 

The thresholds apply to the total order and in the case of contracted services to the annual contract cost. 

 

These limits may be overridden only with agreement of the CEO or COO. The use of delegated authority must be reported to the GBSLEP 

Board. 

 

All expenditure over £100k must be reported to the Board. 

 

3.3 Non-budgeted expenditure 

 

All non-budgeted expenditure should be for exceptional items only. Additional staff posts must be approved by the CEO. 

 

Individual expenditure below £500.00 must be approved by the budget holder and recorded as an extraordinary expense. 

 

Cumulative expenditure in one budget, over £1000.00 must be approved and a discussion will be held around budgeting capability. 

Individual purchases over £1000.00 must be approved accompanied by a business case and explanation of why the expenditure was not 

accounted for during budgeting processes. 

 



A record of the budget request will be retained for the full financial years and a cumulative report given to the budget holder and GBSLEP 

Board. 

 

4. USE OF COMPANY CHARGE CARDS   

 

4.1 GBSLEP will receive a debit card as part of the account facility. The company will hold up to two cards. These cards will only be used by 

the COO or Director and within budget allocations. Each cardholder will have a single transaction limit of £500.00 (exclusive of VAT) and a total 

monthly credit limit of £2,000.00 (exclusive of VAT). In exceptional circumstances this limit may be increased by the Chair. ·  

 

4.3 Immediate revocation of the Card will be made, and treated a gross misconduct, if any of the following occur:  

 Splitting charges to avoid the single purchase transaction limit 

 Loaning the card, or giving the card details to another employee for subsequent use  

 Using the card for personal purchases  

 Failure to reconcile statements with receipts 

 

4.4 Conditions of Use 

• The cardholder is responsible at all times for the proper use of the credit card in line with this policy 

• A cardholder is responsible for the safe custody of the card and the security of the card information. 

• Reasonable precautions should be taken to prevent fraudulent use of the card 

• Cards may only be used for bona fide business purposes 

• Cards must not be used for personal expenditure 

• Cards must not be used to withdraw cash 



• Any expenditure must in compliance with procurement policies and procedures and in compliance with other policies for 

example the Travel and Subsistence 

• Expenditure must be within budgetary limitations and in accordance with any prior approval requirements 

• The credit card limit must not be exceeded. 

Monthly statements, along with receipts and credit card expenses form must be submitted to finance within 5 days of receipt so payment can 

be made and avoiding the accrual of interest. Failure to abide by this may result in the card being removed. 

 

 

 

5. EXPENSES 

 

The following limits apply to all travel and subsistence: 

 Breakfast £4.48  
 Lunch £6.17  
 Tea £2.43  
 Evening meal £7.64  

It is preferable to book train tickets via the finance team. However, GBSLEP will reimburse staff and Non-Executive Directors for business 

critical train travel, booked in standard class, upon production of receipts and/or the tickets used.  

The following mileage can be claimed: 

 Mileage between the employee's administration centre (usual place of work) and another official location. 
 Additional mileage between employees home address and an official location 
 All mileage from the first additional office locations including three miles to obtain lunch. 



In all cases, mileage from the employee's home address to the administration centre cannot be claimed for and will be deducted 

Administrative centre - The appropriate centre for administrative purposes for the approved car user (this will normally be the office, 
depot or centre from which they regularly operate as determined by the respective Chief Officer). 

Official location - A place other than the administrative centre where the approved car user may carry out their official duties. 

 

6. COMMITING FINANCIAL EXPENDITURE THROUGH THE CONTRACTING OF SERVICES 

 All contracts must be processed in accordance with the contract approval process and in line with authorised limits and delegated 
authorities 

 Contract initiation may be delegated to other Staff members, however, signing authority for contracts is reserved for those staff identified 
in the Schedule of Financial Delegations of Authority  

 Contracts must not be entered into without receiving legal advice 

 

 7. AUTHORISATION OF INVOICES FOR PAYMENT 

 

 It is not permissible under any circumstances for the staff member requisitioning and authorising purchase orders to also authorise the invoice.  



 

Segregation of duties will ensure that individuals are clear on their role and responsibilities and it is up to every person to ensure 
they abide by them. Failure to do so will be treated as gross misconduct. 

 

8 . AUTHORISATION OF OWN EXPENDITURE 

Employees must not approve the incurring of, or the reimbursement of, their own expenditures even if it falls within their delegation limit. Such 

expenditure must be approved by that person’s immediate manager, or by the COO (with a written delegation from the CEO, which remains in 

effect until otherwise revoked). 

 

9. AUDIT 

 

The Audit & Risk Committee should set the degree of assurance it requires concerning the management of financial risk.  

 

At least one internal and one external audit of financial activity will be undertaken each year.  

 

GBSLEP reserve the right to request and view any documents and ask any question to employees that may be relevant to the audit of their 

financial activities. 

 

10. GBSLEP SCHEME OF DELEGATION  

 



The Schedule set out below represents authority delegated by the Board. It endeavours to balance a suitable level of control, with practical 

requirements need to run day to day operations, efficiently. 

 

It details where authority rests within GBSLEP for financial related matters.  

This schedule will be confirmed annually by the CEO and filed with Finance. Limits may be amended at any time by the CEO with approval of 

the GBSLEP Board. 

The finance team will maintain the Schedule of Financial Delegations, for the purpose of verifying expenditure. 

This Policy also applies to transactions that do not involve a monetary amount, but nonetheless legally commit GBSLEP or incur liabilities for 

GBLSEP. 

 All delegations relate to the delegate’s position, not to the individual in that position. 

 A delegation of authority under this policy may be wholly or partially withdrawn or restricted (either permanently or temporarily) at any 
time by the CEO or COO, or Board. 

 A delegate’s manager may exercise the same level of authority as the delegate; levels of authority are hierarchical through relevant 
lines of responsibility 

 Notwithstanding these delegations, delegates should keep their managers informed of significant initiatives and projects, even if the cost 
of those initiatives and projects are below the delegated amount and within budget. 

 

Signoff for Core Business Activities 

 

ACTIVITY SUM AUTHORISED BY 

Purchase  Under £200.00 Budget Holder 



Approval of purchases, invoice, or total 

contract value, funded from authorised 

budget  

≤ £10,000  

≤ £200,000  

> £200,000  

Budget Holders or COO 

COO or CE 

CE and Chair/ Deputy Chair 

Approval of purchases, invoice, or total 

contract value, outside of authorised budget  

≤ £10,000  

≤ 100,000  

> £100,000  

COO 

COO and Chair / Deputy Chair 

COO and GBSLEP Board 

Signing contracts (total value) within 

authorised budgets 

≤ £200,000  

 > £200,000  

CEO 

CEO and Chair/ Deputy     

Bank signatories – cheques. Funded from 

authorised budget  

≤ £1000.00  

 > £1000.00  

1 signatory   COO/CE/Chair/Deputy Chair 

2 signatories COO/CE/Chair/Deputy Chair 

Approval to apply for grant funding that 

would commit the LEP to additional resource 

and / expenditure that extends into the next 

financial period 

GBSLEP Board on the basis of a full business case 

In exceptional circumstances, the CEO or COO may take the decision and confirm the basis of 

this to the GBSLEP Board. 

Sign off of business Internet Banking 

Payments 

 £50,000 per week  

Over £50,000  

COO or CEO 

CEO & either COO or Senior Manager 

Authorisation to award purchase cards ANY VALUE CEO or COO  

Authorisation of purchase card spend above 

authorised limit 

ANY VALUE CEO or COO 



Authorisation of expenses Within limits 

Outside of limits 

Line manager 

Line manager and COO 

Approving write-offs ANY VALUE BOARD 

Authorisation to purchase within budget ANY VALUE Budget holder 

* Procurement must also comply with company procurement procedure and limits.  

 

Strategic context for financial decision making 

 

Budgets 

What Accountable Oversight & involvement Approval 

Set the overarching vision and strategy for 

economic growth in the GBSLEP that underpins 

financial plans and determine key priorities for 

Investment 

CEO All committees GBSLEP Board 

Corporate policies (that is, those which have a 

material financial impact on GBSLEP staff or 

strategy) e.g. pay policy 

COO CEO 

 

GBSLEP Board 

Investment strategy CEO COO GBSLEP Board 

Prioritisation criteria for financial spend CEO COO GBSLEP Board 

Strategy for capital programs CEO COO GBSLEP Board 



Function Accountable  Responsible Sign off where required Advice and guidance   

Setting priorities for allocation 

of operating budgets  

CEO COO GBSLEP Board S151 

Setting annual operational 

budgets 

COO Budget holders GBSLEP Board S151 

Approval of annual LEP 

budget 

CEO COO GBSLEP Board S151 

Approval to move funds 

between budget headings 

COO Finance team n/a CEO 

 

Finance processes and management                                  

Function Accountable  Responsible Sign off where 

required 

Oversight  

Financial processes for daily operations e.g. 

including expenses, draw down of funds from BCC 

CEO COO GBSLEP Board All staff 

Monitoring and reporting on budgets COO Budget holders n/a GBSLEP Board 

Ensuring GBSLEP finances are managed within 

legal and legislative requirements 

CEO Head of 

Governance 

n/a GBSLEP Board 

Monthly evaluation and reporting of spend COO Budget holders n/a Board 

CE 



Annual review of procurement and finance 

processes 

CEO COO GBSLEP Board n/a 

Authorising systems of internal financial 

management, control and accountability 

COO Head of 

Governance 

GBSLEP Board n/a 

Ensuring adequate records are maintained COO All staff Head of Governance GBSLEP Board 

Audit & Risk 

Committee 

 

Appointment of Bank, opening bank accounts and 

designation of bank signatories 

CE COO GBSLEP Board n/a 

The maintenance of records, the security and 

regular reconciliation of petty cash 

COO  Admin team Finance team COO 

Ensuring segregation of duties CE CO Head of Governance Audit & Risk 

Committee 

 

Drawing down revenue from BCC CEO COO n/a GBSLEP Board 

 

 

Recruitment, pay and reward 

Function Accountable  Responsible Sign off where required Oversight  



Authority to appoint/ terminate 

Chief Executive post, in line 

with company policy 

GBSLEP Board Nominations Committee GBSLEP Board n/a 

Establishing base pay GBSLEP Board Remuneration Committee GBSLEP Board n/a 

Review and agree main 

features of terms and 

conditions of employment 

including pay 

GBSLEP Board Remuneration Committee GBSLEP Board Union 

Approval of early 

retirement/Severance 

CE COO GBSLEP Board n/a 

Authorise appointment of staff 

(interim, secondments, 

permanent) within authorised 

budget 

Line Manager Line Manager n/a CEO 

COO 

Authorise appointment of staff 

(interim, secondments, 

permanent) additional to 

authorised budget 

Line Manager Line Manager COO on receipt of 

business case 

CEO 

Board 

Authorisation of payroll COO Finance team COO n/a 

 

Financial accounting and reporting  

Function Accountable  Responsible Sign off where 

required 

Oversight 



Preparation of annual accounts CEO COO S151 Head of Governance  

GBSLEP Board 

 

Monthly reconciliations COO Finance team n/a CEO 

Submission of VAT returns COO Finance team n/a n/a 

Approval of Annual Accounts CEO COO GBSLEP Board n/a 

Appointment of Accountants CEO COO GBSLEP Board n/a 

To monitor the regulations on VAT, ensuring 

compliance with financial regulations 

COO n/a n/a n/a 

To complete and submit Vat returns COO CEO n/a n/a n/a 

Submission of annual returns GBSLEP Board COO n/a n/a 

Report on income held by BCC on behalf of the LEP COO S151 n/a Audit & Risk 

Committee 

 

GBSLEP Board 

 

 

Finance risk and reporting 



Function Accountable  Responsible Sign off where 

required 

Oversight  

Monitoring business performance against strategic 

objectives and reporting associated risks 

CEO COO n/a Audit & Risk 

Committee 

GBSLEP Board 

Monitoring budgets on a weekly basis & reporting 

risk where needed and working to mitigate risks 

COO All budget holders n/a CEO 

 

 

Audit 

Function Accountable  Responsible Sign off where 

required 

Oversight 

Appointment of Financial  Auditors COO Head of 

Governance 

Audit & Risk  

Committee 

GBSLEP Board 

Annual compliance check for all matters including 

segregation of duties and internal controls 

Head of 

Governance 

COO CEO Audit & Risk 

Committee 

GBSLEP Board 

Arranging and delivering and reporting of annual 

audits 

CEO Head of 

Governance 

n/a Audit & Risk 

Committee 

 

 



 

Capital Finance, Performance, Risk and Monitoring  

Function Accountable  Responsible Sign off where 

required 

Oversight 

Design of funded programme (e.g. LGF, GPF, EZ) CEO Head of Delivery Programme Delivery 

Board 

GBSLEP Board 

Prioritisation criteria for funding (e.g. LGF, GPF, EZ) COO Head of Delivery Pillar Boards GBSLEP Board 

Prioritisation and allocation of funding to projects           

(e.g. LGF, GPF, EZ) 

CEO Head of 

Programs 

Programme Delivery 

Board 

GBSLEP Board 

Award of funding to specific projects in line with 

previously agreed allocations; subject to 

independent scrutiny of business cases offering vfm 

and satisfying the GBSLEP Assurance Framework 

requirements 

CEO Head of Delivery GBSLEP Board / 

Programme Delivery 

Board / CEO (as per 

delegations) 

GBSLEP Board 

Programme Delivery 

Board 

 

Payment of funding to projects on receipt of valid 

and authorised claim form in line with project offer 

letter and/or project contract 

CEO Head of Delivery CEO / COO following 

sign off policy 

Programme Delivery 

Board 

 

Monitoring the delivery, outputs and spend of the 

projects funded under the Growth Deal Programme 

or other funding programmes including Growing 

Places Fund, Birmingham City Enterprise Zone 

programme, and SEF/BRP programme 

CEO Head of Delivery n/a Programme Delivery 

Board 

GBSLEP Board 

Audit & Risk 

Committee 



 

Ensuring the risk registers for the Growth Deal. 

Growing Places Fund, are reviewed and that all 

mitigations are up to date/ appropriate, Birmingham 

City Enterprise Zone programme, and SEF/BRP 

programme 

Head of 

Governance 

Head of Delivery Audit & Risk 

committee 

 

Audit & Risk 

Committee 

Programme Delivery 

Board 

GBSLEP Board 

If a Project is at risk of non-delivery that it is brought 

to the attention of the GBSLEP Board, if appropriate 

with recommendations for action 

CEO Head of Delivery n/a Audit & Risk 

Committee 

GBSLEP board 

Programme Delivery 

Board 

 

 

 



 

SECTION TWO 

PROCUREMENT PROCESSES 

 

11. Procurement within approved budgets 

 

The following financial limits/procedures should be observed, regardless of how purchases are made.  

These may be overridden by agreement of the Chief Executive but all exceptions will be reported to the GBSLEP Board. Repeated exceptions 

will result in the CEO and COO having to account to the Board. 

The thresholds apply to the total order and in the case of contracted services to the total contract cost. 

Contracts must not be artificially split in order to avoid the specified approach. 

 

Under £200.00 Own judgement  

£201 to £999  

 

One written quotation  

£1,000 to £10,000  Three written quotations 

£10k and EU threshold (£181,302) Tender, advertised on GBSLEP website, signed off by the COO 

and GBSLEP Board 

 Detailed Specification 
 Evaluation Criteria of Quality and Price  



 Quality Questions 
 Pricing Summary 

12. PURCHASING PRINCIPALS 

Purchasing decisions should not be solely judged on obtaining goods or services for the lowest possible price, rather on value for money, 

taking into account the total cost to procure and the lifecycle of the goods or services by considering: 

 Price 

 Quality of product or service 

 Fit of product with need 

 Reputation and capacity of provider 

 Range of goods and services and suppliers available 

 Reliability 

 Responsiveness 

 Delivery times 

 Environmental impact 

 

13. PURCHASE PROCESSES 

13.1 Prior to purchase enquiries should be made with the Finance team as to whether GBSLEP has a preferred supplier for the goods or 

services. 

All purchases must be supported by a VAT receipt 

 

13.2 Purchase via the finance team 

A purchase requisition should be passed to the budget holder for sign off 



For spend that is not within budget see also 13.6 

Any documents such as quotes, sole supplier forms or emails, along with a completed requisition order, is then passed to the finance team  

All documents will be scanned into the system  

The finance team will raise a purchase order and make the order 

If payment is made after receipt of goods / services, the budget holder must confirm that the goods / services received are satisfactory and 

authorise payment 

 

13.3 Purchase using the company purchase card. 

The company purchase cards will be held by the Director and COO who will authorise their use 

All receipts and statements relating to a purchase must be supplied to finance 

Within 3 days of receiving a credit card bill, a credit card expenses form must be completed, signed off by the line manager who will reconcile 

receipts against spend. The statement, credit card expense form and receipts must be given immediately to finance so payment can be made 

before interest is accrued 

Employees will be liable to incur expenses themselves if they cannot provide proof of purchase 

For spend that is not within budget see also 13.6 

 

 

13.4 Expenses – purchases using personal money  

These items will usually be for travel and subsistence and should not exceed the amounts laid out in the policy 



Any documents relating to a purchase must be retained and supplied to finance with your monthly expense claim. These must be submitted to 

finance by the 5th working day of each month 

Expense submissions must be signed off by the line manager who must validate the items claimed against the receipts provided 

Payments of expenses will be made via payroll / BACs. Late submissions will not be paid until the following month. Employees will be liable to 

incur expenses themselves if they cannot provide proof of purchase 

 

13.5 Purchase via contract 

Procurement must follow the general rules laid out in 3.2. 

On completion of the work; supply of goods or services, the Contractor will be required to submit applications for payment in arrears for works 

completed to the satisfaction of GBSLEP.  

Suppliers will be paid in accordance with agreed payment terms as set out in their contractual agreement, on the basis that each invoice 

contains the following minimum information:  

• Account Number 

• Reference number 

• Charges and total due including a deduction for any applicable discounts 

• Total value excluding VAT  

 VAT 

• Grand total 

Invoices without all relevant information will not be processed. Payment will be made to the Contractor within 30 days of receipt. 

 

13.6 PURCHASE OF NON-BUDGETED EXPENDITURE  



All non-budgeted expenditure should be for exceptional items only.  

Individual expenditure below £500.00 must be approved by the budget holder and recorded as an extraordinary expense. 

All none budgeted expenditure with an individual value of over £500.00, or a cumulative value to a single budget of over £500.00, must be 

approved by the COO using the form  

 

 

13.7 REQUEST FOR ADDITIONAL BUDGET FUNDS   

 

For items over £1000.00, a full business case must be completed 

The budget holder will approve the application and submit to the COO or in their absence the CEO 

Approval will be approved or declined within 5 working days. 

Budgeted expenditure that is of sufficient value to go to OJEU, will be approved by the COO or CEO and then the GBSLEP Board before 

procurement starts. 

Once approved, the value will determine the next steps, according to the table above. 

A record of the budget request will be retained for the full financial years and a cumulative report given to the budget holder and GBSLEP 

Board. 

 

 

 



 

14. 1 APPLICATION FOR A COMPANY PURCHASE CARD 

All applications for use and ownership of a Purchasing Card will be requested by authorised by the Director or Chair. The Finance team will 

arrange for a cardholder application form to be completed. 

Card holders will – 

 Complete the application form  

 Not disclose the card number, expiry date, 3-digit security code and PIN number to any other person.  

 Sign an agreement to: 

 Agree to abide by the spending limits 

 Agree not to use the card for personal use. 

 Agree to the completion and timely returns of the statement and receipts 

 Acknowledge understanding of the process for submitting statements 

 Acknowledge understanding of the process for lost/stolen cards 

 The Finance Department will retain a copy of the signed form along with financial records for a period of 7 years 

 The Finance Office will retain the card details and PIN number along with records of spending and associated receipts 

 

14.4.2 Lost credit cards 

On finding the card has been lost or stolen, the card holder must immediately put a stop on the card by: 

Notifying Lloyds via their 24 hour hotline 0800 096 9779 or visiting the nearest branch. 

The cardholder must then complete a lost card notification and send to Finance 

 

 

tel:0800%20096%209779

