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1 Introduction 
As Accounting Officer, the Chief Executive has responsibility for maintaining a sound 
system of internal control that supports the achievement of the overall policies, aims 
and objectives of the Strategic Investment Board Limited (SIB), whilst safeguarding pub-
lic funds and assets. This Financial policies and procedures manual sets out the system 
of internal controls within SIB. 

1.1 Background 
The Strategic Investment and Regeneration of Sites (Northern Ireland) Order 2003 es-
tablished SIB in 2003. The legislation created mechanisms and structures that enable 
ministers to coordinate work across departments and help deliver the new schools, hos-
pitals, roads and other civic infrastructure the region requires in the 21st century. 

SIB is a company limited by guarantee.  It is owned by the Executive Office (TEO) and 
financed from within its departmental expenditure limit.  The Board of SIB is accounta-
ble, through its Chair, to the First Minister and deputy First Minister.   

1.2 Roles & Responsibilities 
SIB supports government departments, local authorities and other public bodies by 
helping them 

• plan infrastructure; 

• deliver major projects; and 

• manage assets. 

SIB has four key responsibilities.  Firstly, it prepares the Investment Strategy for North-
ern Ireland (ISNI).  The ISNI is a rolling ten-year plan that describes the public infrastruc-
ture that government intends to deliver. The scope of the ISNI encompasses almost 
every area of government including education, health, and transport and is the expres-
sion of the priorities of the Northern Ireland Executive (‘the Executive’).  The latest revi-
sion of the strategy was issued in October 2012 and it is expected that a new iteration 
will be published following the Assembly elections in 2016.   SIB has developed expertise 
and techniques that can assist departments to produce strategic infrastructure planning 
models.  These use large public datasets to inform infrastructure planning decisions by 
demonstrating the impact of different options for service delivery.   

Secondly, SIB assists the public sector to develop and deliver investment programmes 
and projects. SIB’s role is to work in partnership with public bodies to accelerate project 
schedules and obtain better value for the taxpayer.  SIB provides staff to fulfil senior 
project management and advisory roles in support of partner organisations.  Such staff 
have specialist skills, knowledge and experience that suit them to the particular projects 
on which they are deployed. 

Thirdly, SIB contains the Asset Management Unit (AMU).  The Executive authorised the 
establishment of this unit in January 2011.    The AMU maintains the ePIMS public sector 
asset database, assists Departments to develop effective asset management plans and 
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is implementing an Asset Management Strategy for the effective and efficient manage-
ment of public sector property assets, including the reform of property management. 
The AMU also helps departments achieve the Executive’s programme for raising addi-
tional capital for re-investment.   

Finally, SIB works to improve the capability of the public sector through championing 
reform in the systems and processes for infrastructure delivery; by promoting the use 
of Social Clauses to improve the social return on investment and by developing specialist 
skills and capabilities and by carrying out relevant research and analysis.   
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2 Financial Policy Framework 

2.1 Introduction 
The Financial Policies of SIB have been formulated with reference to the legislative 
framework within which it has been created. These include the Strategic Investment and 
Regeneration of Sites (Northern Ireland) Order 2003 and the company’s Memorandum 
and Articles of Association (MAA), Management Statement and Financial Memorandum 
(jointly referred to as MSFM). 

The Board of SIB are required to establish policies and procedures that will ensure the 
efficient and effective operation of SIB while ensuring that all necessary Corporate Gov-
ernance requirements have been adequately met. 

2.2 Management Statement 
The Management Statement sets out the broad framework within which SIB will oper-
ate, including the rules and guidelines relevant to the exercise of SIB’s functions, duties 
and powers. The table in Appendix 1 lists the key items requirements for financial poli-
cies as defined in the Management Statement. 

2.3 Financial Memorandum 
The Financial Memorandum sets out in greater detail certain aspects of the financial 
provisions that SIB is required to observe. The table in Appendix 2 lists the key require-
ments relating to financial policies that are contained in the financial memorandum. 

2.4 Risk Register 
The accounting records should meet the requirements for security and integrity of data 
as laid down in the Department of Finance (DoF) Guidance on Corporate Governance 
and Systems of Internal Control. There should also be adequate controls over cash and 
resources to reduce sufficiently the risk of under or over spending of approved budgets. 
SIB’s risk register is updated regularly. It describes each risk, what the current controls 
are in place to mitigate the risk, the SIB official responsible for monitoring the risk and 
any action required. 
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3 Financial Policies 

3.1 Introduction 
SIB has established Financial Policies that address areas of risk as well as operational 
efficiency and effectiveness. This document intends to act as a reference point detailing 
all Financial Policies that have been approved by the SIB Board. 

3.2 SIB Corporate and Business Planning Process 
Consistent with the timetable for public spending reviews, SIB submits annually to TEO 
a draft corporate plan covering three years ahead and a Business Plan for the year im-
mediately ahead. SIB agrees with the department the issues to be addressed in the plan 
and the timetable for its preparation. The plan reflects SIB’s statutory duties and within 
those duties, the priorities set from time to time by the Minister. In particular the plan 
demonstrates how SIB contributes to the achievement of the Department’s Public Ser-
vice Agreement targets. 

These plans are approved by the Board and are available to the public via SIB’s website 
(www.sibni.org). 

The Corporate Plan should typically include: 

• SIB’s medium term objectives; 

• High-level corporate strategy; 

The Business Plan will typically include, for the relevant 1-year period: 

• Key objectives, associated performance targets and the strategy for achieving 
them; 

• Forecast of income and expenditure. 

Budgeting Procedures 
Each year, in light of decisions by TEO on the SIB corporate plan, the department will 
send to SIB: 

• A formal statement of any funding provision planned by TEO as approved by 
the Minister in the light of competing priorities across the department; and 

• A statement of any change in policies affecting SIB 

SIB’s approved annual Business Plan will take account of its approved funding provision 
and any other forecast receipts, and will include a budget of estimated payments and 
receipts, together with a profile of expected expenditure and of draw-down of depart-
mental funding and/or other income over the year. 

3.3 Accounting System 
SIB operates a computerised financial management system. The computer system 
used is Pegasus Opera 3 (OPERA). The server is based in Craigantlet Buildings while 
the software is supported under a maintenance contract with Xperience Ltd, 11 
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Altona Road, Lisburn, BT27 5QB. The financial management system is backed up 
by IT Assist each day, with separate weekly backups also taken. 

3.4 Reporting Performance 
SIB produces monthly management resource accounts. These are reviewed by the 
Chief Executive Officer and presented to the Board on a monthly basis. Under par-
agraph 4.3.2 of the MSFM, SIB is required to report to TEO on a three monthly 
basis its performance in helping the Minister’s policies including the achievement 
of key objectives. This operational report meets the requirements and covers per-
formance against the Business Plan approved by TEO. An agreed template is used 
each quarter. 

At the end of each financial year, SIB publishes an annual report of its activities,  
together with its audited annual accounts. The Northern Ireland Audit Office carry 
out the annual external audit and presents a management letter to the Board, 
outlining any weaknesses found during the course of their audit. 

3.5 Internal Audit 
SIB has established and maintained arrangements with ASM Chartered Account-
ants (ASM) for internal audit in accordance with Treasury’s Government Internal 
Audit Standards adopted by Department of Finance with effect from 1st April 2013.  
This was further revised with effect from 1st April 2016. 

The audit plan is prepared by ASM in conjunction with the Chief Executive Officer 
and approved by the Audit Committee each year. All Internal Audit reports pro-
duced are presented to the Audit Committee for review. 

3.6 VAT 
SIB is VAT registered in relation to its vatable activity. SIB’s VAT number is                     
GB 848946856.   

3.7 Financial Transactions Capital Loans 
Strategic Investment Board Ltd is the channel through which loans of Financial 
Transactions Capital Loans (FTC) are made from the Department for the Economy 
(DfE) to the universities and from the Department of Finance (DoF) to the NI In-
vestment Fund.  Strategic Investment Board Ltd performs this function because 
the Departments do not currently have the vires to make such loans. The Executive 
has agreed that Strategic Investment Board Ltd will act as a conduit to make loans 
and collect repayments over the loan period.  Under the terms of the loan agree-
ments and related Memoranda of Understanding between all loan parties, Strate-
gic Investment Board Ltd is not entitled to retain any of the loan advances repaid. 
On receipt of a loan repayment Strategic Investment Board Ltd arranges for the 
money to be passed as quickly as possible to TEO.   Strategic Investment Board Ltd 
bears no credit risk in the event of non-payment of FTC loans and is only obliged 
to repay receipts when received from the borrower.  
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FTC loan transactions flowing through Strategic Investment Board Ltd are shown in the 
Statement of Cash Flows. Strategic Investment Board Ltd does not own or control FTC 
loans, nor derive any direct economic benefit from them, and on that basis, it is deemed 
inappropriate to recognise assets or liabilities relating to FTC transactions.   
For government accounting purposes, DoF have instructed that the Strategic Investment 
Board Ltd recognise a financial asset for loans made but not recognise any liability for 
the repayment as this is to be accounted for as funding from the Consolidated Fund and 
not as a loan. 

In 2020-21 Strategic Investment Board Ltd issued a loan to Ulster University and consol-
idated the outstanding balance on loans previously issued. The terms of the loan 
changed from interest free to interest bearing. Interest of 0.25% is applied monthly and 
received at the end of each financial year. This interest is to be used for the management 
of this specific loan and will be expensed in year by both Strategic Investment Board Ltd, 
DoF and DfE. Strategic Investment Board Ltd will receive a gross economic benefit from 
this loan through the receipt of interest payments. Strategic Investment Board Ltd will 
receive no net economic benefit as the income will be used to meet service obligations.  

Strategic Investment Board Ltd will only retain interest income that is necessary to re-
cover its monitoring costs and obligations under the Facilities Agreement between Stra-
tegic Investment Board Ltd and UU. There may be occasions where SIB is required to 
undertake additional monitoring activities, for example, procuring specialist advice for 
technical matters, to satisfy its obligations under the Facilities Agreement. In such a sce-
nario, SIB will agree with DfE, in advance of any such costs being incurred, how these 
costs will be recovered.  Having recovered its costs, SIB will then transfer any excess 
interest income to DfE. 
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4 Income 

4.1 Grant in Aid 
As stated above, SIB receives a formal statement from TEO outlining the year ahead 
funding provision. In order to meet liabilities as they arise, SIB must request, on a regular 
basis, a draw-down from these funds. 

The Finance Manager reviews the cash balance on a regular basis. An estimate is made 
of the current liabilities of SIB, including trade creditors and accrued expenditure. This 
estimate of current liabilities is then taken away from the cash balance of SIB and a 
drawdown request is prepared for the shortfall. 

The Chief Executive Officer reviews all requests for drawdowns and signs the request as 
authorisation. The originals are posted to TEO and a copy is taken along with the sup-
porting documentation and retained on file. 

The Finance Manager is responsible for ensuring adequate funds are kept in the Bank to 
meet liabilities as they arise and that SIB complies with the British Standard for Achieving 
Good Payment Performance in Commercial Transactions (BS 7890), and with the Late 
Payment of Commercial Debts (Interest Act) 1998 as amended and supplemented by 
Late Payment of Commercial Debt regulations 2002. 

4.2 Other Income 
Although the majority of SIB’s income comes in the form of Grant in Aid, a proportion 
arises from the recharging of certain expenditure to other Departments. Any proposed 
recharges of external expenditure must be agreed with the Department to be recharged. 
Recharges of staff time will be covered by an appendix in the OPA or a recharge agree-
ment from with the relevant department. 

Any expenditure that is to be recharged is notified to the Finance Officer who raises the 
sales invoice to the relevant department. The sales invoice along with the accompanying 
purchase invoice (if relevant), are passed to the Finance Manager for review. The sales 
invoice is then input onto the sales ledger on OPERA and posting to the relevant depart-
ment for payment.  

4.3 Receipts 
Approximately two weeks after the request for drawdown has been submitted to TEO 
the monies are transferred into SIB’s bank account.  Receipts from sales invoices re-
charged to departments can be received either by cheque or paid direct into SIB’s bank 
account. A remittance Advice is usually received from the relevant department. This re-
ceipt is entered onto the sales ledger on OPERA by finance. 

SIB’s bank account is reviewed by the Company Accountant on a monthly basis. Any 
lodgements greater than 2 weeks old are investigated. The Company Accountant also 
prints a debtors report and reconciles this to the debtors control account at the end of 
each month. Any debts greater than one month old are investigated and a reminder e-
mail is sent or a telephone call made to the relevant department. 



SIB Financial Policies and Procedures   

10 DF1/11/239920 – Unrestricted Issued: 28-Jan-22 

 

4.4 Post 
SIB’s post is opened daily by the PA to the Chief Executive Officer or the Receptionist. 
An Excel spreadsheet is kept detailing items received.  
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5 Expenditure 

Guidance Note on the Application of Northern Ireland 
Public Procurement Policy 

5.1 Scope 
This policy covers the procurement of any good or service on behalf of SIB (including 
consultants). All procurement shall comply with NI Public Procurement Policy. Central 
Procurement Directorate (CPD) will act as Centre of Procurement Expertise (CoPE) for 
SIB and all procurement will be undertaken under the terms of SIB’s Operational Pur-
chasing Agreement (OPA) with CPD. Details of NI Public Procurement Policy and Guid-
ance Notes (PGN’s) are available on CPD’s website (www.cpdni.govuk). 

5.2 Procurement Control Limits 
The following procurement procedures are used by SIB according to the estimated value 
of contracts at pre-tender stage. A decision to procure goods or services must demon-
strate best value and records must be kept to support the decision made.  

 

 
 



SIB Financial Policies and Procedures   

12 DF1/11/239920 – Unrestricted Issued: 28-Jan-22 

 

 
Please see Appendix 3 for guidance on the preparation and obtaining approval of Busi-
ness Cases. 

5.3 Single Tender Actions (STA)/ Direct Award Contracts (DAC) 
Single Tender Actions (STA)/ Direct Award Contracts (DAC) are contracts awarded to a 
supplier or contractor without competition.  In certain circumstances, the procurement 
control procedures may be waived and single tender actions permitted. However, such 
instances will be rare and always require prior approval by the Chief Executive Officer 
and the TEO Accounting Officer. The circumstances where single tender action may be 
appropriate are: 

• The proposed supplier is the only one known to possess unique or specialised 
capacity, or the articles are unobtainable from any other source and there are 
no satisfactory alternatives; 

• When, for technical or artistic reason, or for reasons connected with the protec-
tion of exclusive rights, the public contract may be awarded to a particular eco-
nomic operator; 

• For work of exceptional urgency caused by unforeseeable circumstances where 
competitive tendering would cause unacceptable delay; 

• For reasons of commercial confidentiality. 

In all cases where Single Tender Action is undertaken the reason for such action should 
always be documented on the file. A note of all Single Tender Actions undertaken will 
be forwarded to TEO as part of the annual reporting by SIB. All proposals to use Single 
Tender procedures must be supported by a Business Case and submitted for approval 
by the Investment Committee. The Investment Committee is made up of the Chief Ex-
ecutive Officer, the Legal Director and the Finance Manager, who meet on a regular ba-
sis to review submitted business cases. The Legal Director must also certify that the 
proposal does not expose SIB to an unacceptable risk of challenge. The budget holder 
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• Speed: a competition run off a framework can be completed within three 
weeks; 

• Compliance: the process is approved by the EU and entirely defensible; 

• Partnership: the process encourages the development of strategic partnerships 
with suppliers. 

Call-off arrangements are a particular type of framework agreement where the list con-
tains only a single supplier who has agreed a set of rates for particular types of work. 
Where a call-off arrangement is used, no competitive tendering is required. However, a 
business case must be approved and authorised before any contract is let. 

Frameworks and call-off arrangements must be established by CPD or a CoPE. They take 
at least five months to establish. 

5.7 Roll-over Contracts 
The use of rolling contracts is not regarded as best practice (see Guidance Note 03/06 
and internal guidance document DF1/10/267737). Approval of the Investment Commit-
tee must be obtained before an extension is granted to an existing contract. 

5.8 Letters of Appointment/Contracts 
When entering into an arrangement with a third party for the provision of goods and 
services (including consultancy work) a formal agreement will be entered into. This may 
take the form of a letter of appointment/engagement or a formal contract between SIB 
and the relevant party(ies). In all cases the budget holder is obliged to exercise a duty of 
care in ensuring that SIB resources and reputation are safeguarded. He/she may exercise 
discretion as to whether legal advice is required. CPD will normally issue the Letter of 
Appointment as part of the CoPE role. CPD have been instructed not to issue any letters 
of appointment without obtaining prior approval from the SIB Chief Executive Officer 
who will ensure approval has been given by the Investment Committee before the letter 
is issued. Under no circumstances should a letter of appointment be issued without the 
Chief Executive Officer’s approval. 

The following details should be included in the document: 

• All parties to the agreement; 

• The title of the project; 

• Timescales – e.g. milestones, contract term and completion dates; 

• The methods of payment and the daily rates of charge, what they cover (includ-
ing a definition of the working day) and whether inclusive of VAT; 

• The agreed basis for defraying hotel and travel costs. (Actual costs up to the 
limits of the appropriate current Civil Service rates should be the norm, though 
it may be possible to avoid payment of travel and hotel expenses for GB based 
consultancy staff if the consultancy charge includes accommodation and 
travel); 
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• Which office, secretarial and other facilities will be provided by the consultant 
and which by SIB. (It should be made clear whether any secretarial facilities 
include typing and duplication of the report); 

• Payment Schedules including arrangements for the provision of accrual data– 
where appropriate; 

• Essential requirements for the conduct of the study for example, who leads it, 
the reporting arrangements, the participation of any SIB staff in the work, and 
the day to day liaison arrangements; 

• Any requirements for follow up action including debriefing and further consul-
tation, and whether there will be a related charge; 

• Conditions under which the arrangement can be terminated; 

• Confidentiality – where appropriate; 

• Appropriate clauses on insurance – where appropriate; and 

• Conditions under which the agreement can be amended or varied. 

• Record keeping arrangements. 

All budget holders should also give due consideration to the following before engaging 
third parties to provide consultancy/other services. Depending on the nature of the ser-
vices to be provided the documentation may require entries covering the following 
items: 

• Ceilings (Caps) on expenditure – where consultants/suppliers are retained to 
provide services in increments or units a cap or ceiling should be placed on their 
fees/charges and noted in the file/paperwork/business case; 

• Where intellectual property rights may be generated by the work unless a pre-
agreed arrangement has been made, ownership or copyright should default to 
SIB; 

• If the work is likely to include significant events e.g. launch, road show, confer-
ences, newspapers, articles etc the Communications Adviser must be advised 
well in advance of the date of the event. 

The formal contract with the consultant should contain a specific clause(s) outlining the 
penalties to be incurred should the objectives from the assignment not be net satisfac-
torily. 

5.9 Documentation 
The following documents should be consistently utilised and filed in adherence to the 
Information Manager’s filing protocol in addition to being retained by CPD. This docu-
mentation must be available for ad hoc inspection by appropriate personnel and for au-
dit purposes, copies of items b, c and e must be retained on the relevant SIB HP Records 
Manager consultancy file: 

a. Copy of Terms of Reference for the study/consultancy; 
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b. Proposal or tender from the consultant; 

c. Business Case/Justification sheet detailing the reason/basis for undertaking the 
study/consultancy should be completed, the OPA and terms of reference as 
agreed with the client department. 

d. File notes supporting the decision to appoint and the agreed terms and condi-
tions; 

e. Letter(s) of appointment/engagement, including their terms; 

f. Reports of any meetings held with the consultant/supplier during the course of 
the assignment together with copies of any interim/final reports provided by the 
consultants/suppliers; 

g. File notes in support of the evaluation/assessment of the report including the 
payment of the final fee; and 

h. In the event that the total cost of providing the services exceeds the original es-
timate and/or contract cost, an explanation note is prepared by the budget 
holder and signed off by the Chief Executive Officer in advance of the previously 
agreed budget being exceeded. 

5.10 Post-Project Evaluations (PPE) 
Post-Project Evaluations (PPE) should be completed for all assignments, to ensure that 
the objectives of the assignment have been met and lessons learned.  As with all ap-
praisals, PPEs should be proportionate to the expenditure and nature of the exercise.  
An exception to this rule is that any individual commission from the Asset Management 
Framework does not require an individual PPE and will be reviewed by the overall PPE 
of the Framework, which will be completed once the Framework has expired. If an indi-
vidual commission from the AM framework is deemed as novel or contentious then the 
Finance Manager may request a separate business case and related PPE is completed. 
PPEs must be used to promote good practice and the results should be shared to ensure 
that key lessons are identified and disseminated. Accordingly, lessons from PPEs should 
be shared internally with relevant colleagues. This is particularly important in the event 
of unsatisfactory supplier performance, impacting upon achievement of expected out-
puts and, ultimately, value for money.  
 
The PPE form at Appendix 4 must be completed at the conclusion of all assignments. 
This should, either be completed: 

• By the budget holder who managed the assignment; or 

• By the appropriate departmental/customer manager if the budget holder did 
not supervise the work. 

A copy of the completed PPE form should be filed in adherence to the Information Man-
agers filing protocol. This documentation must be available for ad hoc inspection by ap-
propriate personnel and for audit purposes: 
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All invoices from category “A” are matched to a delivery docket and signed by the person 
responsible for receiving the goods/services. By signing the invoice the person is con-
firming that the goods/service has been received in full and is fit for use. The invoice is 
passed back to the Accounts Assistant for payment. 

All invoices from category “B” are matched to a delivery docket and the related purchase 
order. Material discrepancies between the purchase order and the invoice will be re-
ferred back to the budget holder for remedial action or approval. The person responsible 
for receiving the goods/service will sign the invoice. By signing the invoice the person is 
confirming that the goods/service has been received in full and is fit for use. The invoice 
is passed back to the Accounts Assistant for payment. 

All invoices from category “C” are matched to the related business case and passed to 
the budget holder for approval. The budget holder must clearly mark on the invoice the 
file reference number of the business case to which the expenditure was approved un-
der. Finance keeps a running total of all expenditure paid under each business case and 
will inform the budget holder if the current invoice will push the total expenditure over 
the approved limit or over the agreed contract cost. If this is the case, the budget holder 
will have to ensure a revised business case is prepared and approved before Finance will 
allow the invoice to pass for payment or in the case of exceeding contract price; a change 
order must be approved. The budget holder must sign the invoice; by signing the invoice 
the budget holder is confirming that the service/goods have been received in full, are fit 
for use and that the rate is correct. The invoice is then passed back to the Finance Dept 
for payment. 

Once invoices have been passed for payment, the approved invoice is taken off hold. 

The Chief Executive, as Accounting Officer of SIB has documented approved Financial 
Delegation limits for the approval of expenditure. On top of the authorisations obtained 
above for invoices, SIB also obtains a second authorisation in order to adhere to these 
financial delegations. 

A payment run is performed weekly. All approved invoices which have been taken off 
hold are included in the BACS payment run. 

The Finance Manager or Company Accountant reconciles each payment to supporting 
documentation and signs the payment list as evidence of review. 

Any cheques are then passed to the relevant cheque signatories for signing. The cheque 
must be signed by two officials from the authorised list of cheque signatories.1The 
cheque is then posted to the supplier along with a copy of the remittance. 

Any BACS payments must be approved on line by two authorised persons, with a copy 
of the remittance being posted or emailed to the supplier. 

Invoices are filed according to the cheque number/ BACs payment ref to which the in-
voice was paid under. 

 
1 See DF1/09/322243 “SIB - Cheque Signatories” for the list of cheque signatories. 
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5.14 Supplier Statements 
All supplier statements received are reconciled to the Financial accounting system by 
the Finance team, with any variances investigated. 

5.15 Fraud Prevention in Supplier payments 
Following the publication of FD (DoF) 19/11, SIB Finance staff must follow the guidelines 
below with respect to verifying supplier bank details and requests for changes: 

• Closely scrutinise all requests for changes in payment details, no matter how 
minor. 

• As part of standard procedures suppliers should be independently contacted to 
verify that any change of bank details or contact details is genuine. 

• Verification should not be made using the document/letter which has been re-
ceived requesting the change (which may contain false contact information) 
but should be done using existing contact details held on file or information 
obtained from directory enquiries. It may also be useful to check details pro-
vided via an Internet search of the company name. It may also be necessary, 
and prudent, to follow up this initial verbal contact by obtaining further written 
confirmation from a known contact in the supplier’s firm before making 
changes. 

• Finance staff and others dealing with any changes to suppliers’ details should 
be made aware of this fraud risk. Staff should also be advised that they must 
be careful about the information they give out to callers regarding the organi-
sation’s payment processes and any unique supplier identifiers, etc. which may 
be held. Such callers may not be genuine and may help the fraudsters by making 
their subsequent requests more authentic looking. 

5.16 Grants 
SIB may offer Grant aid to relevant organisations. Any such offers must gain prior ap-
proval of TEO and DoF, as per the MSFM. Any offers of Grant aid from SIB must be made 
using the official SIB Grant Letter of Offer template (DF1/11/138355 “SIB Letter of Offer 
Template”.  The template may be updated by each business unit if necessary). 

Risk of fraud or error can be reduced by following the guidelines below when issuing 
Grants and vouching expenditure. 

• Ensuring that sufficiently detailed letters of offer are developed. 

• Conducting regular inspection/verification visits. 

• Vouching of expenditure back to source documentation including obtaining 
original cheques from banks to confirm payee details, and 

• Random checks to confirm that invoices provided in support of claimed ex-
penditure are bona fide. This can include checking VAT registration numbers 
are genuine and are for the supplier stated; checking that suppliers do indeed 
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exist; and seeking confirmation from suppliers that goods/services have indeed 
been supplied as invoiced. 

5.17 External Consultancy 
External Consultancy is defined as: 
 
“The provision to management of objective advice relating to strategy, structure,               
management or operations of an organisation, in pursuit of its purposes and objectives. 
Such advice will be provided outside the ‘business-as-usual’ environment when in-house 
skills are not available and will be time-limited. Consultancy may include the identifica-
tion of options with recommendations, or assistance with (but not the delivery of) the 
implementation of solutions.”  Consultancy will generally be a specific, finite or “one-
off” task or project which provides advice and/or identifies options. 
 
External consultancy services are expected to either provide additional skills or expertise 
which are not available within the organisation and are engaged to carry out activities 
such as investigating problems, providing analysis or advice, or assisting with the            
development of new systems, new structures or new capabilities within the organisa-
tion. They can also be called upon when an independent (i.e. outside government) as-
sessment of a particular function, situation or project is required. 
 
Once appointed, external consultancy assignments need to be carefully and actively 
managed and where appropriate, steps taken to ensure knowledge transfer takes 
place.  
 
Advisors must ensure that:  
 

• All external consultancy assignments are supported by a contract let by the        
nominated CoPE;  

• All contracts must be recorded on SIB’s accounting system (Pegasus Opera) and 
all associated procurement processes complied with; 

• The contract is delivered in line with terms and conditions and agreed outputs; 

• Regular liaison with the consultant to fulfil information requirements and re-
solve problems; 

• Interim milestones/targets are agreed and monitored for the duration of the 
contract; 

• Ensure all appropriate approvals are in place; 

• Ensure SIB has the financial resources to complete each assignment;  

• Monitor expenditure and performance of all external consultancy assignments 
(including any extensions made to contracts - information on project overruns 
and guidance on extensions can be found in the procurement guidance note on 
Contract Management - Procedures and Principles, accessible on the CPD web-
site); 
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6 Cash 

6.1 Banking Arrangements 
SIB’s bank account is currently held at the Danske Bank, Donegall Square North, 8/9 
Donegall Square North, Belfast BT1 5GJ 

SIB receives weekly bank statements. A member of the finance team posts all lodge-
ments from the remittances received and posts all payments as a direct result of the 
weekly payment run. A different team member, usually the Company Accountant, rec-
onciles the bank on a regular basis to OPERA. A monthly reconciliation is produced and 
maintained in the management accounts file. 

SIB also can print statements and review cash balances via the www.danskebank.com 
website via authorised usernames and passwords. 

6.1.1 Petty Cash 
A small amount of petty cash is held by Finance and is reconciled monthly by a mem-
ber of the finance team and approved/verified by the Finance Manager. 

6.1.2 Government Procurement Card 
The Government Procurement card has been introduced as an alternative method of 
procuring and paying for relatively low value goods and services. The GPC Barclay card 
looks, and is used, much like any other credit card with two exceptions: It cannot be 
used to withdraw cash and the GPC is a charge card, not a credit card, card balances Are 
paid by direct debit the following month. Only the Chief Executive Officer, and the Fi-
nance Manager have government procurement cards. If another member of staff needs 
to make a purchase using a company card, they may do so through the finance depart-
ment. 

6.1.3 Use of Cards 
Procurement cards should only be used to acquire goods and services for SIB business. 
GPC does not alter normal tendering requirements and procurement policy must be 
adhered to. 

Receipts or invoices must be obtained to support every item of expenditure and if the 
purchase contains any charges for VAT; a proper VAT receipt or invoice should be ob-
tained. Signed delivery dockets should also be retained. 

Finance must maintain a transaction log of each purchase as it is made. This log will be 
used in the verification of the statement when it is received. 

All procurement card statements will be checked monthly by Finance who will certify 
the statement to confirm that it has been checked. Finance will reconcile the state-
ments with the transaction logs and supporting documents to ensure adequate rec-
ords are being maintained. Transactions and supporting documents must be kept for a 
period of six years plus the current financial year so that they can be produced if an au-
dit is carried out. 

The deliberate misuse of a card for personal gain will be treated as fraud in accordance 
with the disciplinary rules and procedures set out in SIB’s staff handbook. 
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6.1.4 Restrictions 
Procurement cards cannot be used to obtain cash from a cash dispenser or to guaran-
tee any cheque or obtain cheque encashment. 

Procurement cards must not be used for any non SIB business or personal expenses. 

Whilst cards must not be used for any unofficial business or personal expenses, there 
may be occasions when using the card for accommodation or official hospitality 
charges that unavoidably include elements relating to personal incidentals, newspa-
pers, bar charges etc. The cardholder will be expected to reimburse SIB for these items 
and must obtain a SIB receipt as confirmation. 

Only secure sites should be used to make purchases via the internet (for example the 
site shows the padlock symbol, Verisign, Bobby or another secure pay site). If staff is in 
any doubt whether it is a secure site they should not make a purchase. 

6.1.5 Security 
Every effort must be made to keep the card secure at all times and either held person-
ally or stored in a drawer or filing cabinet. These must be kept secured. 

Barclay Card recommend for security reasons that wherever possible transactions are 
processed in front of the user, rather than out of sight. 

PIN numbers must be kept secure and not disclosed to anyone else. 

Barclay Card must be notified immediately if the card is lost, stolen or fraudulent use is 
suspected. The number to phone is 0844 822 2140. If the card is subsequently found, it 
must be destroyed and the bank informed. 

The cardholder will surrender the card to the Finance Manager when the cardholder 
leaves the employment of SIB or if circumstances change so that a card is no longer re-
quired. 

6.1.6 Payment 
Government Procurement Card payments are made via direct debit to ensure that SIB 
avails of the interest free period. A reconciliation is performed by Finance each month 
to ensure proper approval is documented on file for all transactions. 



  Fixed Assets 

Issued: 28-Jan-22 DF1/11/239920 – Unrestricted 25 

7 Fixed Assets 
A fixed asset is any item of expenditure which has a life expectancy (i.e. usage period) 
of more than one year, a value in excess of £1000, provides a future economic benefit 
to the organisation, and is the result of past transactions or events. Expenditure on items 
with a life expectancy of one year or less are considered to be consumable items and 
are expensed in the year in which they occur. 

On the rare occasion where SIB has to purchase fixed assets in excess of £1000, a budget 
allocation of capital funding must be agreed in advance with TEO and transferred to SIB 
in a monitoring round. Any capital items are listed on a fixed asset register and depreci-
ated, straight line, over a 3 year period.  





  Employment 

Issued: 28-Jan-22 DF1/11/239920 – Unrestricted 27 

8 Employment 

8.1 Salaries 
When a person has been appointed to a post within SIB, they are sent the following 
which must be returned to the Human Resource Department: 

• Standard terms and conditions of employment – one copy to be signed and 
returned. The HR Manager scans this and provides a copy for the individual’s 
own record). 

• Security questionnaire. 

• Pension information sheet. 

• Payroll starter form. 

The payroll starter form includes the following information; this is signed by the HR team 
as correct and passed to the Finance team: 

• Name: 

• Position: 

• Address: 

• Date of Birth: 

• National Insurance Number: 

• Bank details: 

• Start date: 

• Gross salary: 

The Finance team review the forms, signs the hard copies and enter the details onto the 
payroll module on OPERA. The Finance officer, checks the information inputted and 
signs the form in agreement. 

At the start of the last week of the month, the payroll processor takes 1/12th of each 
person’s yearly salary from the standing data spreadsheet and creates a monthly pro-
posed pay spreadsheet. Any changes relevant to that month such as maternity pay, sick 
pay, acting up allowances, overtime etc. will be added/ deducted. This sheet is signed 
by the payroll processor as proof of preparation and checked by the Company Account-
ant and Finance Manager. The HR Manager and Chief Executive Officer sign the sheet as 
approval of the proposed pay. 
When pay has to be calculated for a part month (for example to take account of com-
mencing your role within The Strategic Investment Board (SIB), pay on transfer, promo-
tion, retirement, maternity, a pay award or any other reason for a change in the rate of 
pay) the calculation will be made based on the number of days in the calendar month in 
which the break occurs.  
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In the case for example of a new entrant commencing employment on 5 September, 
the amount of pay accrued for September would be calculated as:  

  
a. Salary/12 = monthly pay  
b. monthly pay/30 x 26 = pay for days worked in September  

  
Payment of Pay for Part-Time Staff  

  
Unless otherwise specified, gross pay for staff working on a part-time basis will be a 
proportion of the full time rate of pay equivalent to the proportion of full time hours 
worked. This will be expressed as an annual amount.  

  
The pay of part-time staff is calculated on the following basis:  

  
ANNUAL SALARY (FTE) X HOURS WORKED (NET) 

FULL TIME HOURS (NET) 
 

The payroll processor inputs the information onto OPERA and then runs the following 
reports: 

• This period summary. 

• Year to date summary. 

• Payslips. 

A Memorandum is prepared to the Chief Executive Officer and the designated on-line 
banker, outlining the variances from prior month and recommending payment of sala-
ries. The Finance Manager, HR Manager and Chief Executive Officer sign the “This period 
summary” report as approval. 

8.2 Overtime 
No overtime will be paid unless authorised by the Chief Executive Officer in advance. 
Any employee who carries out overtime and expects payment must complete the “Over-
time Sheet” and obtain authorisation from the Chief Executive Officer. Once authorised 
the sheet is passed to the Finance Manager who adds this to the proposed pay spread-
sheet before obtaining the approvals above. 

8.3 Change to Personal Details 
If an employee changes their home address, bank details or any other personnel details, 
they must inform SIB via the HR system or by e-mail. If sent by e-mail, this is shared with 
the HR Manager as evidence that their personnel records have been changed. The Fi-
nance dept update OPERA.  
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8.4 Notification of Change of Pay/Award of Bonus 
Any changes in pay or award of bonus must be notified by the HR Manager and given to 
the Finance Manager. This is added to the proposed pay spreadsheet for that month 
before obtaining the approvals above. 

8.5 Leavers 
All leavers are notified by the HR Manager to the Finance Manager. The form must con-
firm the employee’s last working day along with the number of any holiday days ac-
crued. Any other benefits to be paid upon leaving must also be stated or any re-
imbursements required from the employee. 

The payroll processor updates OPERA with this details and this is checked by the Finance 
manager who signs the form as evidence of review. 

8.6 Pension 
SIB are required by law to enrol any of our staff who meet all of the following criteria:   

• Earn over £192 per week (or £833 per month) 
• Are aged 22 or over and 
• Are under state pension age 

SIB makes pension contributions at a rate of 10% to the selected SIB Group Personal 
Pension Scheme, currently provided by Standard Life. A 10% contribution is calculated 
on an individual’s adjusted taxable gross salary but does not include any unpaid leave 
entitlement.  

If an employee wants to make any employee pension contributions they can indicate 
their preference on their new starter form. If they decide to make an employee contri-
bution at a later stage they must write to the Finance Manager outlining the amount 
and timing of these contributions, the Finance Manager gives a copy of this correspond-
ence to the HR Manager for filing. Details of how to opt out, if this is your preference, 
will be provided in the starter pack of information you receive from the pension pro-
vider, Standard Life. 

SIB are required by law to complete a cyclical re-enrolment to our pension scheme 
every three years, we will write to all staff beforehand with further details.    

Any staff who are in receipt of Transitional Protection - either fixed or enhanced, must 
inform the Finance Manager or HR Team as soon as possible to ensure their status is 
protected. 

If you have any questions about your enrolment or contribution levels, contact 
HR/Payroll. 

For information on pensions and saving for later life visit: 

 www.gov.uk/workplacepensions  
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9 Travel and Subsistence 
All SIB staff members (this includes both full and part time employees of SIB along with 
any seconded and contracted staff) who incur travel, subsistence or other expenditure 
in the course of carrying out SIB business will be reimbursed for this expenditure in line 
with the following guidance. 

9.1 Contracted Staff Exclusions 

9.1.1 Inclusive Rates 
It is desirable that contractors’ and consultants’ fees should be inclusive of all personal 
expenses. In the absence of any explicit agreement to charge personal expenses sepa-
rately, SIB will assume that these are included in fees. 

9.1.2 Non-Inclusive Rates 
Where fees do not include personal expenses, and the contract explicitly states that 
these may be recharged, the following rules and limits the same as any staff member 
(with the exception of subsistence) will apply at all times. 

9.2 Travel and Subsistence Claim Form 
Each month, a staff member, both employed staff and contracted staff should complete 
a travel and subsistence claim form for expenses incurred in the previous month. This 
must be given to Finance section at the latest by the 5th working day of the following 
month. Claims submitted later than this may be disallowed. Payment of travel and sub-
sistence expenses will be made by BACS (Bank automated clearing system) into your 
designated bank account. 

All flights and accommodation must be made by the Administration team or Finance – 
these cannot be booked direct by a staff member and reclaimed on their travel and 
subsistence claim form. The travel bookers have been instructed to seek prior approval 
from the Chief Executive Officer before making any of the following bookings: 

• Flights/accommodation for any member of the Admin team 

• Any flights/accommodation outside UK/ROI 

• Any first class travel 

• Any accommodation in excess of £10 0NI, €149 Dublin, £140 London and £100 
rest of UK. 

The Administration Department maintains a spreadsheet of all bookings made; this is 
used in the reconciliation of travel costs to Government Procurement Card Payments. 

9.3 Travel 
Before travel, staff should always consider whether the journey is actually necessary; 
or whether there is a more efficient or cost effective way of meeting that specific ob-
jective. Having decided that the travel is necessary, staff should always aim for best 
value for money. 
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9.3.1 Airfares 
The Administration department is responsible for the booking of all airfares. If any SIB 
member needs to book any flight they should contact the travel bookers and give 
him/her the following information: 

• Name: 

• Date of flight required: 

• Preferred time of flight: 

• Departing Airport: 

• Destination: 

• Date of return flight if relevant: 

• Preferred time of return flight: 

The online travel portal will be used and will automatically source the cheapest flight 
available. The travel booker will e-mail the individual details of the flight booked in their 
name. The use of business class or first class flights is prohibited without the approval 
of the Chief Executive Officer. 

If for any reason, the individual’s schedule changes, the travel booker must be contacted 
immediately so that other arrangements/cancellation can be made. It is the responsibil-
ity of the individual to inform the travel booker if a booked flight needs changed/can-
celled. 

9.3.2 Public Transport 
SIB recommends that all staff avail of public transport when travelling on business. A 
receipt should be obtained for each journey and re-claimed on their monthly travel and 
subsistence claim form. 

Staff should take advantage of any cheap facilities which may be available such as day 
returns, monthly or season tickets. 

The most economic fares should be obtained for train travel.  The use of first class tickets 
is not permitted without the approval of the Chief Executive Officer. 

9.3.3 Taxis 
SIB staff may only use Taxis when there is no other suitable method of public transport 
available, saving of official time is important or when heavy luggage has to be trans-
ported to or from the place of departure or arrival. Staff members should ensure all 
public transport options are considered before ordering a taxi. Taxis should not be used 
for travel between home and airports, unless this can be demonstrated to be the most 
economical mode of transport. 

If a SIB staff member is in mainland UK or abroad, and no public transport is suitable, 
the staff member must retain the receipt from the taxi company and claim reimburse-
ment for the expenditure on their monthly travel and subsistence claim form. 

Staff members should ensure waiting times for taxis are kept to a minimum as SIB will 
not reimburse staff members for excessive waiting time charges. 
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9.3.4 Use Of Own Vehicle for Official Travel 
Every staff member can claim a standard rate of motor mileage for any journey that they 
make in their own private motor vehicle in the carrying out of SIB duties. This excludes 
however, any home to work journeys and journeys that are considered to be “substan-
tially ordinary commuting”.  See section 9.3.5 below.  

Each staff member is also able to claim a standard mileage rate for any passengers that 
they take on official travel. 

Guidance on this can be found at the HMRC website “EIM32356 - Travel expenses: 
travel in the performance of the duties: home to work travel”.1 

Please see Appendix 7 for mileage rates. 

In Appendix 8 standard miles between Lighthouse Building and regular journey destina-
tions are set out.  These must be used when claiming for travel between these destina-
tions. 

While on official travel, each staff member can also re-claim any toll or ferry charges 
that they incur. 

9.3.5 Home to office travel 
Journeys on official business that – for whatever reason – originate or end at the staff 
member’s home raise particular issues and are not generally reimbursable where they 
are considered “substantially ordinary commuting”.  However there are exceptions to 
this rule which are applicable to SIB staff where the journey originates or terminates at 
home and is not considered “substantially ordinary commuting”.  The examples overleaf 
explore the exceptions that exist and further guidance and clarification on what consti-
tutes a staff member’s home or normal commuting can be obtained from the Finance 
Manager or alternatively HM Revenue Customs website using the following references. 

• Travel from home to a temporary place of work, see EIM 32000 

• Where the employee has a traveling appointment, see EIM 32366. 

These exceptions apply when this is the most economical journey to a temporary place 
of business (e.g. another office, an airport, a meeting, a conference etc). 

 
1 http://www.hmrc.gov.uk/manuals/eimanual/EIM32356.htm 
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9.4 Subsistence 
If staff incur extra living expenses because they are working away from their normal 
office, SIB will either pay an allowance to the value of the rates below when supported 
by actual receipts or reimburse them for actual expenditure in accordance with the pol-
icy set out below. 

 

9.4.1 Hotels or Similar Accommodation 
The Administration team are responsible for booking all hotel accommodation for SIB 
both at home and abroad. If any SIB staff member needs to book a hotel they will have 
to contact the Administration team and give them the following information: 

• Date of arrival: 

• Location: 

• Date of departure: 

The Administration team will either pass this information onto the Travel Agent who will 
source the best value for money room available or make the booking herself based on 
the agreed Government saver rate available with NI hotels. 

No staff member, either employee or contracted should make a booking direct with a 
hotel without the approval of the Chief Executive Officer. All bookings must be made via 
the Administration team. SIB will no longer reimburse any staff member, either em-
ployed or contracted, for hotel accommodation on the monthly travel and subsistence 
claim forms. 

If a member of staff stays with friends or relatives (London, ROI and Elsewhere in GB & 
NI) whilst on official business they are permitted to claim £25 per night. 

 

9.4.2 Day Subsistence – Employed Staff Only 
A daily subsistence allowance is payable to any employed staff member who is required 
to work away from home or the office for more than five hours. The place visited must 
be over five miles away. 

Included in Appendix 9 is a list of buildings that do not give rise to a claim for subsistence 
allowance, this is taken from the NICS staff handbook. 
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9.5 Other Travel and Subsistence 

9.5.1 Training Courses/Conferences 
Any staff member who wishes to attend any training course or conference must obtain 
prior approval from the Chief Executive Officer. The approval forms are attached in Ap-
pendix 10. Once training courses are booked, staff must ensure that they are able to 
attend. 

Training courses and conferences (both internal and external); should be treated in the 
same way as official business. Travel to the course and the return journey at the end of 
the course is official travel and the rules above regarding travel and subsistence apply. 

9.5.2 Professional Subscriptions 
SIB is committed to attracting, developing and retaining quality staff and supports con-
tinuous professional development. As such SIB will reimburse the cost of any profes-
sional subscription paid to any full or part time employee of SIB who occupies a post 
where: 

• Membership of a professional body is an essential requirement as identified in 
the job description or role profile for the post. 

• Membership of a professional body is a desirable requirement as identified in 
the job description/role profile and where SIB supports the continuous devel-
opment of the individual to gain the desirable qualification through SIB funding. 

• SIB’s credibility is specifically enhanced: e.g. where the individual has to repre-
sent SIB at national or international forums/committees. 

Staff cannot claim reimbursement for the cost of additional journals, publications, etc, 
that they may wish to purchase or donations they may wish to make to the professional 
organisation’s benevolent fund. 

Within three months following the renewal date of a professional subscription, an in-
voice or a receipt (if already paid) must be given to the Finance Manager who will obtain 
the Chief Executive Officer’s approval. A cheque or BACS payment will then be raised for 
the authorised amount. 

Please note that if staff receive reimbursement for their professional fees they cannot 
apply for a tax deduction from the Inland Revenue. 

9.5.3 Travel Insurance 
In line with Managing Public Money NI and the Financial Memorandum that exists be-
tween TEO and SIB, SIB is not permitted to purchase any commercial insurance without 
TEO and DoF approval.  There is currently no DoF or TEO approval for the purchase or 
reimbursement of travel insurance.  Staff traveling on SIB business will be required to 
provide their own travel insurance cover.  

9.5.4 Purchase of Books  
Any staff member who wishes to purchase a book or similar item must obtain prior ap-
proval from the Finance Manager.  The approval forms are attached in Appendix 10.1. 
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10 Hospitality Provided to SIB Staff 

10.1 Aide-Memoire 
Staff must: 

• Apply to the CEO in advance, using the correct form, for permission to accept all 
hospitality. The only exceptions are light refreshments, working lunches on the 
contact’s premises and hospitality worth £50 or less; 

• Only accept hospitality where there is a clear, justifiable and documented benefit 
to SIB; 

• Complete the Hospitality Register1 for every invitation they receive (including 
those they decline). 

Staff must not: 

• Accept hospitality from consultants, bidders or contractors who are involved 
with a contract in which they play an oversight or advisory role. 

10.2 Acceptance of Gifts and Hospitality 
SIB recognises that contractors and other customers of our services may extend from 
time to time offers of gifts and hospitality to staff. SIB also recognises that its employees 
have a responsibility, in the interests of public confidence, to exhibit high standards of 
propriety, and carry out their role with dedication and a commitment to the organisa-
tion and its core values: integrity, honesty, objectivity and impartiality. 

The SIB handbook indicates that staff members should conduct themselves with honesty 
and impartiality in the exercise of their duties. As a consequence, they should never 
receive benefits of any kind from a third party which might reasonably be thought to 
compromise their personal judgement or integrity. In this field, perception is as im-
portant as reality. 

The fundamental principle is that no member of staff should do anything which might 
give rise to the impression that he or she has been or might be influenced by a gift or 
hospitality or other consideration to show bias for or against any person or organisation 
while carrying out official duties. 

External people acting on behalf of the SIB (for example, consultants, contracted staff 
etc.) must also abide by the policy. If it is believed that an external person may have 
breached the policy, the matter should be reported to the Chief Executive Officer, who 
will take the matter forward with the individual or his/her company. This requirement 
should be notified to external staff before they start work within SIB. 

This guidance should also be seen as applying to spouses, partners or other associates if 
it can be argued or perceived that the gift or hospitality is in fact for the benefit of the 
official. 

 
1 DF1/07/110098 “SIB Hospitality Register” 
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Any breach of the rules of conduct can lead to disciplinary action and in some circum-
stances can be a criminal offence. This Guidance focuses on the key issues and the spe-
cific rules applicable to SIB staff. 

10.3 Legal Obligations and Fundamental Principles 
Under the Bribery Act 2010 it is an offence for any person to offer, promise or give an 
advantage, or request, agree to receive or accept an advantage in exchange for im-
proper performance of another person’s functions. It is also an offence for a commercial 
organisation to fail to prevent a bribe being paid for or on its behalf. 

10.4 Record of Gifts, Hospitality, Invitations, Etc. 
SIB will maintain a Register of Gifts and Hospitality1 which will from time to time be 
reviewed by the SIB Audit Committee and published on the SIB website. The purpose of 
the Registers will be to counter any possible accusations or suspicions of breach of the 
rules of conduct by staff. The registers are subject to Freedom of Information (FOI) que-
ries and staff should bear this in mind when deciding on the acceptance of any gift or 
hospitality. 

The template attached at Appendix 13 (Acceptance of Hospitality Claim Form) on page 
75 will be used to register gifts, hospitality, invitations etc over £50.  All gifts, hospitality, 
invitations etc must be recorded on SIB’s Hospitality register. 

It will be the responsibility of the Chief Executive Officer to ensure all staff are made 
aware of this guidance and that registers are in place and properly maintained and up-
dated. 

10.5 Acceptance of Gifts 
The general principle is that all gifts offered should be refused. However seasonal, pro-
motional or trivial gifts (such as calendars, diaries, pens etc), which bear Company 
names and/or logos of the provider of the gift and have a value of less than £50, may be 
accepted by individuals without the need for these to be reported or approved in ad-
vance, Acceptance of any other gift must have been approved by the Chief Executive in 
advance and must be declared by the member of staff in the register. 

More expensive or substantial items, valued at £50 or more and gifts of lottery tickets, 
cash, gift vouchers or gift cheques, cannot on any account be accepted. All gifts offered 
(apart from those which are trivial or inexpensive); even if they are declined/returned 
need to be recorded in the register. 

10.6 Trade, Loyalty or Discount Cards 
Trade, loyalty or discount cards by which a staff member might personally benefit from 
the purchase of goods or services at a reduced price are classified as gifts and should be 
refused or returned to sender. 

 
1 DF1/07/110098 “SIB Hospitality Register” 
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Frequent flyer cards used by airlines can be used by staff to avail of special departure 
lounges and priority booking and check-in. They must not make private use of any 
flights/air miles, which derive from flights paid for from the public purse. 

10.7 Staff Involved In the Procurement or Monitoring of a Contract 
Apart from trivial / inexpensive seasonal gifts, such as diaries, no gifts or hospitality of 
any kind from any source directly or indirectly associated with a contract should be ac-
cepted by anyone involved in the procurement or monitoring of that contract. This will 
ensure that no criticism can be made regarding bias to a particular company or supplier. 

10.8 Gifts Received In Recognition of Work Done 
On no account should a gift or gratuity be solicited or requested. Where gifts by way of 
gratuities, vouchers or book tokens etc for lectures, broadcasts or similar occurrences 
are offered, then acceptance should be based on how much of the preparatory work for 
the event was done in the officer’s own time, how much in official time and the extent 
to which SIB resources, other than, for example, use of an officially issued lap-top at 
home, were used in the preparation. 

The following guidelines should be applied: 

A If the preparation was carried out entirely in the individual’s own time and the 
event took place outside normal working hours at no expense to SIB, it would 
be acceptable for the individual officer to retain the whole fee, token or other 
gift; 

B If, however, the preparation was done wholly in SIB time with use of SIB re-
sources, no gifts or fee should be accepted unless the event is carried out out-
side of normal working hours when a gift or token to the value of up to £50 is 
acceptable; and 

C If the preparation was carried out and the lecture etc, delivered in a staff mem-
bers own time but SIB facilities were used for typing, preparation of PowerPoint 
/ overheads etc, then a gift or token to the value of not more than £75 is ac-
ceptable. 

In the case of either “B”, or “C”, SIB can, if they so choose charge the organisation or 
body a fee based on the salary costs of the individual and/or the use of resources. If a 
series of gifts from the same source exceed the monetary limits set out above the same 
rules apply. 

10.9 Reporting Gifts and Approval Process 
If gifts (apart from those trivial or inexpensive gifts for which approval is not required) 
are received, the approval of the Chief Executive Officer should be sought using the form 
that is attached at Appendix 13. 

In each case submitted to him, the Chief Executive Officer will decide in writing or email, 
whether to: 

• Allow the recipient to keep the gift; 
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• Return the gift to the donor with a suitably worded letter explaining why the 
gift cannot be accepted1; 

• Use or dispose of it, if possible, in or by SIB; or 

• Donate the gift to a nominated Charity. 

The Chief Executive Officer will ensure that the details of the case and his decision are 
recorded in the Gifts and Hospitality register.2 

10.10 Offers of Hospitality 
The handling of offers of hospitality is recognised as being much more difficult to regu-
late but it is an area in which staff must exercise careful judgement. In exercising this 
judgement it is acknowledged that there can be difficulty in distinguishing between a 
“gift” and “hospitality”. It is also recognised that it can be as embarrassing to refuse 
hospitality, as it can be to refuse a gift. 

The acceptance of what would be accepted as conventional hospitality, for example 
working lunches, should, in the main, cause no problem especially if there is some offi-
cial means of reciprocity and provided that it is limited to isolated occasions and its ac-
ceptance is in the interests of SIB. Hospitality, which would not be acceptable, would 
include invitations to frequent or more expensive social functions where there is no di-
rect link to official business (sporting events, the theatre, opera or ballet etc), particu-
larly where these come from the same source, and those which involve travel, hotel or 
other subsistence expenses. 

It can be argued that if staff members are to achieve the best value for money in dealings 
with suppliers or consultants then they need to build up contacts and that it is quite 
legitimate for them to have a close working relationship with organisations or individu-
als, which may involve a degree of hospitality. There may also be instances where staff 
receive invitations to events run by voluntary organisations such as Annual Conferences 
or Dinners. Attendance at such events is considered an integral element in building and 
maintaining relationships with these sectors and any hospitality received is likely to be 
reasonable and proportionate, and therefore acceptable. Additionally, very occasional 
acceptance of meals or tickets to public sporting, cultural or social events may be ac-
cepted if attendance is justified as being in SIB business interest. But it will be for the 
staff member to demonstrate clearly that acceptance was in SIB interest. 

 
1 Below is some example text for use in a letter to decline a gift or offer of hospitality. (The content of this 
text should be tailored to suit each circumstance): 
The Strategic Investment Board operates a Gift and Hospitality Policy to ensure the highest standards of 
propriety in the conduct of its business. 
To maintain public confidence, perception is as important as reality and because of this I am obliged to 
decline your offer of [ … ]. 
This is not in any way meant to offend or to imply that your [ … ] was offered in anything but the utmost 
good faith, but is designed to protect both individual members of staff and the Strategic Investment 
Board. I hope you will accept our response in that spirit and that we can look forward to continued effec-
tive working relationships. 
2 DF1/07/110098 “SIB Hospitality Register” 
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The main point is that in accepting hospitality staff need to be aware of and guard 
against, the dangers of misrepresentation or perception of favouritism by a competitor 
of the host. 

To sum up, in deciding whether hospitality can be accepted, staff should consider if it: 

• Is likely to help business effectiveness; 

• Places no obligation or perceived obligation on the recipient; 

• Is not frequent, lavish or prolonged; 

• Is unconnected with any decision affecting the organisation or the individual 
offering it; 

• Can be justified; and 

• Provides benefits to SIB, which outweigh the risk of possible misrepresentation 
of the hospitality. 

10.11 Reporting Hospitality and Approval Process to be Followed 
When in doubt about accepting hospitality or an invitation the Chief Executive Officer 
should be consulted. 

The written approval of the Chief Executive Officer must be sought in advance using the 
form which is attached at Appendix 13 before any staff accept hospitality or invitations 
over £50. The only exceptions to the requirement for prior approval are light refresh-
ments, working lunches on the contact’s premises and hospitality worth £50 or less. In 
all cases, trivial or not, the hospitality register must be completed. 

Staff members must pass their prior approvals from the Chief Executive Officer to the 
CEO’s personal assistant for filing. Each staff member must record the receipt of ap-
proval against their entry on the hospitality register. This should include the HP Records 
Manager reference for the approval form.  

It is particularly important to ensure that SIB is not over-represented at an event or func-
tion and care should be taken to ensure that this does not happen, for example, by en-
quiring from the host as to other staff who have received similar invitations. To guard 
against the multiple acceptances of invitations to the same event, SIB should make ar-
rangements to ensure that corporate consideration is given to all invitations. 

10.12 Awards or Prizes 
Staff should consult with the Chief Executive Officer if they are offered an award or prize 
in connection with their official duties. They will normally be allowed to keep it provided: 

• There is no risk of public criticism; 

• It is offered strictly in accordance with personal achievement; 

• It is not in the nature of a gift nor can be construed as a gift, inducement or 
payment for a publication or invention to which other rules apply. 

The process outlined in Section 10.9 “Reporting Gifts and Approval Process” on page 41 
should be followed 
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10.13 Monitoring Arrangements – Hospitality Register 
The SIB Hospitality Register1 will be subject to the following monitoring arrangements. 

• The Chief Executive Officer will be responsible for monitoring the Register on a 
regular basis. 

• The SIB Audit Committee will review the Register on an annual basis. 

 
1 DF1/07/110098 “SIB Hospitality Register” 
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11 Provision of Gifts and Hospitality by SIB 

11.1 Aide-Memoire 
Subject only to the exceptions specified in Sections 11 and 12, staff must: 

• Apply in advance, using the correct form, for permission to offer hospitality (ex-
cept light working lunches on SIB premises, coffees etc); 

• Only offer hospitality where there is a clear, justifiable and documented benefit 
to SIB; 

Subject only to the exceptions specified in Sections 11 and 12, staff must not: 

• Spend more than £30 per person; 

• Spend more than 33% of the bill on alcoholic drinks; 

• Offer hospitality to Public Servants unless these comprise 50% (or fewer) of the 
total number of attendees. 

• Offer hospitality to Consultants or Contractors working for SIB (except light re-
freshments such as tea or coffee). 

In all cases staff must provide full details and justification for the expenditure to SIB 
Finance, which will be kept with the corresponding Finance records. 

11.2 Guidelines 
The purpose of these guidelines is to outline for staff the principles and requirements 
governing the provision of hospitality, official gifts and entertainment and to provide 
advice and guidance on the procedures to be followed by all staff in SIB where such 
expenditure is likely to be incurred. 

As the expenditure of taxpayers’ money on official hospitality is a sensitive matter which 
can lead to public criticism, care must be taken to avoid exposing the individual or SIB 
to allegations of extravagance or impropriety. Staff must not use public resources for 
personal benefit. 

Expenditure on official hospitality should only be incurred where it can be shown to be 
in direct support of SIB’s business. To this end, and bearing in mind the varied nature of 
SIB’s activities and working patterns, it is recognised that such expenditure may arise 
more frequently in some areas of SIB than in others. The scale of hospitality should be 
appropriate to the needs of the occasion and the status of the guests. 

Staff should always consider the justification for (and the form and extent of) any hos-
pitality to be offered and should exercise economy in incurring expenditure for this pur-
pose. It is important to note that approval must be obtained at the appropriate level 
prior to hospitality being offered or provided. Final decisions will lie with the Chief Exec-
utive. 

Hospitality should be in the form of food and refreshments appropriate to the occasion. 
There should normally only be a charge on public funds where two or more persons 
present are not Civil Servants (subject only to the exceptions specified in Sections 11 
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and 12). However, where the provision of tea/coffee/bottled water and biscuits/scones 
enables the business of large meetings to continue, there may be a charge on public 
funds where the alternative would be an interruption of business. 

11.3 Approval of Expenditure 
Full details specifying the purpose of each function, the number of guests and SIB offi-
cials attending, together with the itemised costs of food, refreshments, room hire, etc 
should be shown on the hospitality approval form at Appendix 12. Approval must nor-
mally be obtained on this form prior to the event taking place and the names of all at-
tendees must be listed on the form or an attached sheet. This information must be held 
with the original invoice in Finance. 

The following staff may authorise expenditure on hospitality in advance using the 
“Authorisation of Official Hospitality Expenditure” form (Appendix 12) as noted below: 

• The CEO; 

• The Finance Manager up to £1,500; 

• Company Accountant up to £1,000; 

• Another member of staff delegated by CEO (in writing); and 

• Where the CEO is on leave or otherwise away from the office for three days or 
more, he has delegated the Legal Director authority to authorise on his behalf. 

Where prior approval is not required by SIB policy staff must still provide full details and 
justification for the expenditure to SIB Finance. In particular the details should include 
numbers and names of participants to enable post-event auditing to determine that the 
SIB policy guidelines were followed. 

Official hospitality should be limited within approved budgets. 

The following guidelines cover the range of circumstances in which expenditure on hos-
pitality might be expected to arise within SIB. 

11.4 Hospitality Offered to Visitors from Outside SIB 
SIB will normally meet expenditure for the provision of lunch/dinner to visitors (includ-
ing those from other NI and GB Departments) or for a working lunch where a benefit 
will accrue to SIB or where such an occasion allows for the conduct of urgent business. 
In such circumstances, expenditure may be incurred without prior approval if kept 
within the following guidelines: 

• Approval should not normally be granted when only NI Civil Servants are in at-
tendance. In cases where those NI Civil Servants attending outnumber external 
(i.e., non-NI Civil Service) guests, the approval of the Chief Executive Officer 
should be obtained. 

• The number of people invited should be kept to a minimum; 

• Any hotels or restaurants used should be appropriate to the purpose. Govern-
ment establishments should be used wherever possible; 
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• Any meal should be on a modest scale, with the total cost per head not exceed-
ing £30 and the element for alcoholic refreshments must not exceed 33% of the 
total bill; prior approval should be obtained for any parties of five or more. 

• Where no service charge is included, a tip of 10% is considered reasonable; 

• No spouses or guests of SIB staff are eligible to receive official hospitality other 
than in exceptional circumstances and with the specific agreement of the Chief 
Executive; and 

• Except where such hospitality constitutes SIB business, SIB funds are not avail-
able for visits to theatres or to other forms of public entertainment. 

11.5 SIB Board and Committee Meetings 
Working lunches, including non-alcoholic refreshments, may be provided for SIB Board 
meetings and Board Committee meetings under these guidelines. The majority of Board 
Members attending will not be NI Civil Servants.   

11.6 Working Lunches and Refreshments for Official Committees 
and Other Ad Hoc Meetings 

The provision of lunch at public expense will be acceptable only where it is impossible 
to accommodate urgent meetings other than at lunch time and: 

• There is a need to make provision for non-NI Civil Service guests; 

• It is necessary for participants to remain together during lunch; or 

• Pressure of work is likely to be such as to make it impractical to allow a break 
long enough to give participants reasonable time to obtain lunch elsewhere 
(although such cases are likely to be rare). 

The nature of the lunch should be appropriate to the purpose, with costs kept to a min-
imum. 

If morning or afternoon breaks are warranted, light refreshments tea/coffee/bottled 
water/biscuits/scones) may be provided, at public expense, at the discretion of Chief 
Executive Officer. 

11.7 Hospitality Offered During Training Courses, Conferences, 
Workshops, Etc. 

A measure of hospitality at public expense may be offered to those participating in train-
ing courses, both residential and non-residential. This facility may also be extended to 
cover conferences, seminars, approved team building sessions, workshops, etc.  

11.7.1 Residential Events 
Residential means that at least one night’s accommodation is being provided and paid 
for as an integral part of the course, etc. 

• Whilst it is normal practice to meet the cost of meals and light refreshments, i.e. 
bottled water/biscuits/scones, this facility should not be extended to include 
payments for alcoholic refreshments. 
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• Expensive hotels should be avoided. 

• The total cost of food and refreshment per person should be appropriate to the 
purpose and costs should be kept to a minimum. 

11.7.2 Non-residential Events 
Depending on the duration of the course/event, hospitality should be restricted to the 
provision of morning and afternoon tea/coffee (or bottled water) with biscuits/scones 
or similar. The provision of snacks or a buffet-type meal at lunch time will be at the 
discretion of the Chief Executive Officer who should take into account factors such as 
the background and number of attendees, the availability of alternative facilities and the 
benefits (if any) which such provision might offer in terms of the running of the 
course/event. Where lunch and light refreshments are provided, subsistence expenses 
will not be payable. 

Government establishments should be considered as a first choice of venue and expen-
sive hotels should be avoided. 

11.8 Drinking and Driving 
Staff will recognise the need to set an example in terms of preventing drinking and driv-
ing. To this end, and bearing in mind the possibility that SIB might be perceived as being 
at fault if an attendee at an event was found to be driving with an alcohol level in excess 
of the legal limit, the following guidelines should be followed at relevant func-
tions/events: 

• Consideration should be given to providing low alcohol alternatives to alcoholic 
drinks; and 

• An adequate selection and supply of soft drinks should always be made availa-
ble. 

Official funds are not available for expenditure on casual alcoholic drinks outside Office 
or Departmental premises. 

11.8.1 Expenditure on Official Gifts 
The regulations governing expenditure on official gifts are contained in Annex 4.12 
“Gifts”1 of Managing Public Money Northern Ireland (MPMNI).2 Official gifts should not 
be regarded as part of the normal conduct of SIB business and should involve only mod-
est expense. 

SIB has a delegated limit from TEO of £100 (inclusive of VAT) in all but exceptional cir-
cumstances where the expenditure could be deemed to be novel or contentious. The 
Chief Executive may therefore approve the purchase of corporate gifts up to the value 
of £100. For gifts over £100, a case should be made to TEO who will consider the pro-
posal and pursue clearance with DoF Supply. 

 
1 Seehttp://www.dfpni.gov.uk/index/finance/afmd/afmd-key-guidance/afmd-
mpmni/managing public money 2011 - annexes revised - 02-04-12.pdf 
2 Managing Public Money Northern Ireland (MPMNI) has now replaced Government Accounting Northern Ireland 
(GANI) as the authoritative guide to the principles for dealing with resources used by public sector organisations in 
NI. See http://www.dfpni.gov.uk/index/finance/afmd/afmd-key-guidance/afmd-mpmni.htm. 
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12 Situations Not Covered by the Hospitality Guidelines 
It is recognised that there may be exceptional cases where, in the interest of SIB, flexi-
bility in interpretation of the strict rules on the acceptance or provision of hospitality or 
gifts may be necessary. In such instances, approval must be obtained in writing from the 
Chief Executive which clearly details: 

• Why the request falls outside the boundaries of what is normally allowable; 

• Why it is considered necessary to provide or receive such hospitality (or a gift); 

• How it will directly benefit SIB; and 

• The expected consequences of the request being refused. 

In the case of the Chief Executive being the recipient or provider of the hospitality/gift 
excepted under the above, he or she must obtain written approval as described above 
from the Chairman of the SIB Board. 

In all cases, the Executive Office (TEO) must also be informed by way of a copy of the 
written approval. 

The written approval must be passed to Finance and filed in HP Records Manager to-
gether with any related invoice or receipts. 
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Appendix 3 Preparation and Approval of 
Business Cases 

For all expenditure greater than £1,500 a business case must be prepared by the rele-
vant budget holder. 

SIB has a range of business case templates which are suitable for different types/ levels 
of expenditure. They are available in CM and in the Intranet: 

• DF1/11/229433 “SIB Business Case Template for Professional Services – 2020”. 

• DF1/12/411516 “SIB Business Case Template for Recruiting Staff – 2020”. 

• DF1/12/506492 “SIB Business case template for Non consultancy expenditure – 
2014” – this is for other expenditure items. 

• DF1/13/119357 “SIB Small Business Case Template – 2014” – this is for small ex-
penditure (<5k, not consultancy). 

All completed business cases must be passed to the Finance Manager who arranges for 
these to be brought in front of the Investment Committee. The Investment Committee 
meets on a regular basis to discuss projects, budget allocation and spend to date. Before 
presentation to the Investment Committee the Finance Manager checks to ensure there 
is adequate budget to cover the proposed procurement. All figures stated in the busi-
ness case must be inclusive of VAT. Business Cases will be returned to the budget holder 
if this is not clearly stated. 

Each business case is reviewed at the Investment Committee meeting; all approved busi-
ness cases are signed by the Chief Executive Officer, the Legal Director and the Finance 
Manager and passed back to the budget holder for filing. These must be filed in adher-
ence to the Information Managers filing protocol as the file reference number will be 
needed by the budget holder when approving invoices in relation to the procurement. 

Business cases with cost estimates will be approved in principle and are to be re-submit-
ted once the procurement competition is concluded, for official approval. 

Feedback will be given to the relevant budget holder for any unapproved Business Cases. 
Once the recommendations have been implemented, the Business Case can be re-pre-
sented for review. 

Please note that under the Management Arrangements section of the Business Case 
reference must be made and their response documented that SIB’s legal adviser and 
CPD have been consulted in the proposed procurement method of the expenditure in 
the case of a single tender. 

The Finance Manager will regularly update SIB budget holders on when the Investment 
Committee meetings are being held so that Business Cases are provided on time. 

Once the Business Case has been approved, each budget holder must adhere to the pro-
curement policy above in the tendering and awarding of approved expenditure. 

There is also an application form for SIB corporate sponsorships (managed by the SIB 
Communications Team, which can be found on the Intranet and at FI1/22/714255 “SIB 
Sponsorship application form” 
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Appendix 4 Post Project Evaluation Form 
For all projects (where a Business Case will have been completed – see Appendix 3 
above) a Post Project Evaluation Form must be completed by the relevant budget 
holder. 

 

External expenditures MUST be followed up with a ‘post project evaluation’ form when 
complete. The two PPE forms are found in HP Records Manager under ‘SIB templates’: 

 

PPE Professional Services- DF1/11/234176 

PPE Non-Professional services- DF1/13/411402 
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Appendix 5 Additional Procurement Guid-
ance 

• Current EU Thresholds – http://www.cpdni.gov.uk/eu-thresholds guidance-
for-purchasers.pdf and http://www.tendersdirect.co.uk 

• Northern Ireland Public Procurement Policy – http://www.cpdni.gov.uk/pdf-
public procurement policy.pdf 

• Guidance on integrating social, economic and environmental issues into the 
procurement process – http://www.cpdni.gov.uk/social-integration-03.pdf 

• Setting Standards Improving Performance… Best Practice in Finance and Gov-
ernance in the Voluntary & Community Sector – https://www.communities-
ni.gov.uk/articles/guidance-working-voluntary-and-community-sector 

• Evidencing Best Value for Money – http://www.cpdni.gov.uk/evidencing-vfm-
02.pdf 

• Achieving Excellence – http://www.cpdni.gov.uk/index/guidance-for-purchas-
ers/index/guidance-for-suppliers/achieving-excellence.htm 

• The Northern Ireland Practical Guide to the Green Book – https://www.fi-
nance-ni.gov.uk/publications/fddfp2009-northern-ireland-guide-expenditure-
appraisal-and-evaluation-nigeae 

• The OGC Gateway Review Process – http://www.cpdni.gov.uk/index/guid-
ance-for-purchasers/gateway review process.htm or https://www.finance-
ni.gov.uk/articles/northern-ireland-gateway-review-process 

• The use of Grant for Procurement – https://www.finance-ni.gov.uk/publica-
tions/procurement-guidance-note-0107-use-grant-procurement 
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Appendix 7 Use of own vehicle for Official 
Travel (FY 2016/17) 

A7.1 Mileage Allowances 
Standard rate of mileage allowance payable for use of private motor cars: 

All Engine capacities 

Up to 10,000 miles 45p 

Over 10,000 miles 25p 

Standard rate of mileage allowance payable for use of private motor-cycles: 

All engine capacities 

Unlimited mileage 24p 

Standard rate of mileage allowance payable for use of pedal cycle: .................20p 

A7.2 Passenger Mileage Allowances 
5p per mile for the first passenger carried, plus 5p for each additional passenger. 
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Appendix 8 Standard Return Mileage Lists  
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Appendix 9 List of Exempt Buildings 
Locations which are deemed to be 5 miles or less from the Lighthouse Building office 
area, which do not give rise to Daily Subsistence Allowance include: 

Post code areas: 

BT1 BT9 

BT2 BT10 

BT3 BT11 

BT4 BT12 

BT5 BT13 

BT6 BT14 

BT7 BT15 

BT8 BT17 
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Appendix 10 Application for Approval to Attend 
a Conference or Training 

Approval to be sought from Chief Executive Officer prior to booking conference 
Finance will book the course/conference on behalf of the staff member. 

 
[Template DF1/10/368361 “SIB - Application for Approval to Attend a Conference or Training”] 

  

Your Name 
 

Training/conference 
Details 

 
 

Training/conference Date 
 

 Costs £ 

1 Cost of Training/conference 
(Inc VAT) 

 

2 Accommodation costs if required 
(use approx costs) 

 

3 Flight costs flights if required 
(use approx costs)  

4 Total costs to attend 
training/conference 

(1+2+3) 
 

Reason for attending 
Training/conference 
(briefly explain how 
this course 
contributes to your 
role) 

 

Approval Signatures 
CE Approved (subject to 
budget availability)  ...............................................................  

HR Approval 
 ...............................................................  

Finance Approved 
 ...............................................................  

Date 
 .........................................  
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Appendix 16 SIB Managed Procurement Tem-
plates 

 

SIB Managed Procurement Templates 
 

DF1/16/182822 Part 1 Tender letter 
DF1/16/182825 Part 2 Instructions to Tenderers Services 
DF1/16/182827 Part 3A Standard conditions of Contract for Services 
DF1/16/182829 Part 3B Supplementary Standard conditions of Contract for Services 
DF1/16/182817 Part 4 Specification 
DF1/16/182818 Part 5 Pricing Schedule 
DF1/16/182819 Part 6 Forms and Certificates 
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Tender documents required for filing:
1. File note for all oral quotations.
2. Copies of all written quotations.
3. Signed Business Case.
4. File note if the highest scoring tender/

lowest quote is not selected, documenting 
reason for the decision.

Appointment of Consultant/supplier documents required for filing:

1. Copy of Terms of Reference for the study/consultancy
2. Proposal or tender from the consultant;
3. Business Case/Justification sheet detailing the reason/basis 

for undertaking the study/consultancy should be completed.  
4. File notes supporting the decision to appoint and the agreed 

terms and conditions;
5. Letter(s) of appointment/engagement, including their terms;
6. Reports of any meetings held with the consultant/supplier 

during the course of the assignment together with copies of 
any interim/final reports provided by the consultants/suppliers;

7. File notes in support of any evaluation/assessment of the 
report including the payment of the final fee; and

8. In the event that the total cost of providing the services 
exceeds the original estimate and/or contract cost, a note is 
prepared and signed off by the Chief Operating Officer.

After completion of a contract the following 
documents are required for filing:

1. Consultancy Evaluation Form

Fig 1

Award Contract – Appoint 
Consultant/Supplier

Completion of contract

Procure preferred 
consultant/supplier

 
 

Figure 2: Documentation 
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Goods from an order less 
than £50

Obtain delivery docket, 
check goods, note any 
damages/shortages on 

docket and sign as 
received.  Pass to Finance

Invoice received in 

Match to signed delivery 

Obtain budget holder 
approval for payment of 

invoice

Goods/service from an 
order greater than £50 but 

less than £10,000

Obtain delivery docket if 
relevant, otherwise, e-mail 

finance as confirmation 
when service is 

completed.

Invoice received in 
Finance

Match to delivery docket if 
relevant and to signed 

Purchase Order

Goods/Service from an 
order greater than £10,000

Send monthly update to 
Finance of goods received 

not yet invoiced

Invoice received in 
Finance

Match to signed business 
case.

Budget holder to state 
business case reference 

number to which the 
expenditure relates and 

sign the invoice as 
approved for payment.

Obtain second authorisation to 
adhere to Accounting Officer 

financial delegation 
 

Figure 3: Receipt of goods and Services 





SIB Financial Policies and Procedures   

Issued: 28-Jan-22 DF1/11/239920 – Unrestricted 91 

Appendix 18 CPD Advice to Clients and staff on 
the Procurement of Goods and ser-
vices below £30,000 

 

When clicked, the link below will take you to CPD advice and steps to follow on the pro-
curement of goods and services below £30,000.  On the links and actions button on the top 
right of the screen choose documents and this will take you to the word document pro-
duced by CPD. 

 

“CPD Advice to Clients and Staff on the Procurement of Goods and Services below £30,000” 

 


