Equal Brighton and Hove Project Support Visit

Please see below for responses relating to the questions on the Pre-visit Questionnaire

Financial Control Systems

3. Monitoring of Financial Performance
· The Project Manager agrees any cost that is to be incurred against the project and it is checked against the budget line entry prior to purchase

· The Project Manager checks and signs off each invoice and receipt prior to payment. This is then checked and signed by Equal AP - the Director of BCP (plus BCP Trustee if over £500.00)

· The Project Officer collates and inputs the details to the claim which is then checked and signed off by the Project Manager

· The actuals are input into the budget (or new version of claim) and this is checked against the budget amounts

· The Project Manager and Project Officer meet monthly to review the financial performance of the project, making amendments and recommendations for costs based on the figures
· The Project Manager and Project Officer highlight any issues and concerns to the AP when necessary

· The AP meets with the Project Manager weekly for an update on the project, where financial performance including any unforeseen rises in indirect costs can be discussed
· The Project Officer brings minor financial concerns / queries to the attention of the relevant Finance Administrator at Equal Core for resolution

· The Project Manager brings more pressing financial concerns / queries to the attention of the Equal finance team and Equal Programme Manager for resolution

· The AP brings major financial concerns to the attention of the Programme Manager and the EMP

6. Identifying and Segregating Transactions for the Project
· BCP have opened a separate bank account and QuickBooks workbook for the Equal Project. This allows all direct costs to be segregated from BCP Core activity 

· The Equal Project informs suppliers that the project is required to be invoiced separately from BCP Core 
· The Project Officer is responsible for the administration of the Equal Accounts, including QuickBooks. The Finance Officer carries the Management Accounting role, liaising closely with both the Project Manager and Project Officer

· The Project Manager sign off all documentation prior to entry to the accounting system
· Indirect costs from BCP will be allocated a re-charge code. The entries would have been identified by the Finance Officer as costs to be re-charged. This would then be agreed by the AP and Project Manager before being entered onto the monthly re-charge invoice. The apportionment of charges for the month will be based on the Equal monthly apportionment rate
10. Travel and Subsistence
· Travel and Subsistence expenditure encountered by the Project Manager and Project Officer is claimed directly from either Equal Petty Cash or using the Equal Expenses Form, following the Equal Accounting Procedure (See Attachment B)
· Travel and Subsistence from BCP staff is re-charged to the Equal project by the Finance Officer, using the monthly re-charge invoice system. Copies of all primary invoices / receipts are obtained by the Equal Project Officer prior to payment and admission to the monthly claim

· All claim entries are agreed by the Project Manager
Match Funding
3. Process for Validating Match Funding Contributions

· All Match Funding Contributions are currently by means of a timesheet. The timesheets have been signed by the contributor and verified by their Line Manager (or other relevant party)

· The Project Officer checks the timesheets are accurate (based on known activity) and the Project Manager agrees their entry to the claim
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