Financial Planning and Monitoring Schedule
Weekly

· Meeting between Headteacher and School Office Manager

· Headteacher authorisation of expenditure by staff

· Headteacher signature of school cheques – signed dated and copied

Monthly

· Headteacher checks of Central Control Records – initialled and dated

· End of month chequebook reconciliation by LA

Termly

· Meetings of the Finance Committee and Budget Officer to monitor budget

Preparation for School Budget setting

January

· Meeting of Senior Leadership Team to discuss forthcoming budget requirements

February

· Meeting between Headteacher, School Budget Officer (LA) and Chair of Governors to discuss possible budget carry forward/deficit and to prepare for budget setting meeting.

· Headteacher produces a draft budget based on information from meeting with Budget Officer.

March

· Headteacher to meet with Finance Committee to set draft budget (if indicative budget has been published) along with Budget Officer (if available.)
April

· New budget in place – VB1 completed and sent to LA.

May – January

· Weekly and monthly monitoring of budget.
