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FINANCE

PROCEDURE  - PAYMENT SYSTEMS

GUIDELINES:
1) Tax invoices received are either forwarded by email or Kofax to School Support for payment.
2) Scanned invoices are available online for coding by the office administrator through kofax. Hard copies are filed in the office.

3)  All coded invoices are approved online by the Principal and then paid directly by School Support.
4) The school has direct access to its financial records via the School Support website 
 HYPERLINK "http://www.schoolsupport.co.nz" 

www.schoolsupport.co.nz
 . Access is available to ledger transactions, reports, cheque listing and asset information. Access is through use of a password.
5) At the end of year and after the Audit is completed, the original tax invoices and vouchers will be returned to Tikokino School for storage. Transaction records must be retained for at least seven years.

