NAG 4

TIKOKINO SCHOOL

FINANCE

TERMS OF REFERENCE – FINANCIAL MANAGEMENT
GUIDELINES:
Principal
· Responsible for Budget preparation

· Responsible for consulting with staff concerning curriculum development and required funds

· Responsible for ensuring budget expenditure is appropriate

· Signatory on the Board of Trustees Imprest Account

· Provides a report for the Annual Report

· Ensures appropriate reserves are maintained. 

Board of Trustees

· Overall responsibility for the finances 

· Investment account

· Ensures appropriate reserves are maintained
Board of Trustees Chairman
· Is a member of the Board of Trustees Finance Committee

· Assist with Budget Preparation

· Ensures that Budget is formally adopted at Board Meeting

· Ensures that authority is delegated to the Principal to spend within the budget, and that this is minuted.

· Maintain an overview of the budget expenditure throughout the year

· Signatory for the Board of Trustees Imprest Account
· Provides a report for the Annual Report

· Ensures appropriate reserves are maintained.

· Ensures that all movement of money to and from Reserves are minuted by the Board of Trustees
· Ensures that no unbudgeted expenditure occurs without discussion and approval at a Board of Trustees Meeting. 

Financial Administrator

· Attends Board of Trustees Finance Committee meetings

· Attends Board of Trustee Meetings

· Prepares financial statements for Board of Trustee meetings

· Attends to day to day financial matters of the school as per NAG 4 Finance Procedures

· Prepares Year End Financials 

· Assists with Budget Preparation

· Signatory on the Board of Trustee’s Imprest Account
