
 

 
 

Cash and Treasury Management Policy 
 

V4.0 
 

October 2021 
 

  



Cash and Treasury Management Policy V4.0 
Page 2 of 18 

 

Summary 
 
The many multi-stranded processes involved in cash and treasury management do not 
easily translate into a flow chart. Please refer to Appendix 3 for a summary of the operational 
procedures. 
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Data Protection Act 2018 (General Data Protection Regulation – GDPR) Legislation 

The Trust has a duty under the Data Protection Act 2018 and General Data Protection 
Regulations 2016/679 to ensure that there is a valid legal basis to process personal and 
sensitive data. The legal basis for processing must be identified and documented before the 
processing begins. In many cases we may need consent; this must be explicit, informed, 
and documented. We cannot rely on opt out, it must be opt in. 

Data Protection Act 2018 and General Data Protection Regulations 2016/679 is applicable to 
all staff; this includes those working as contractors and providers of services. 

For more information about your obligations under the Data Protection Act 2018 and 
General Data Protection Regulations 2016/679 please see the Information Use Framework 
Policy or contact the Information Governance Team  
 
rch-tr.infogov@nhs.net 
 

 
 

mailto:rch-tr.infogov@nhs.net
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1. Introduction 
 

1.1. This policy/procedure identifies the approach that the Trust is expected to follow 
in the management of its revenue cash position and the funding of its capital 
programme. It identifies the procedures expected to be followed in the day-to-day 
management of the cash position and processing of debtor and creditor 
transactions. 
 

1.2. The primary financial duty of the Trust is to achieve the statutory breakeven 
requirement.  
 

1.3. To enable NHS trusts to operate their cash management arrangements properly, 
they are given the flexibility to: 

• retain revenue cash generated through revenue surpluses for investment in 
revenue spending in future years, subject to compliance with statutory 
breakeven duty, or for investment in capital;  

• retain unspent cash associated with the charge for depreciation of existing 
assets, for capital investment; and 

• use capital receipts to finance capital investment in future years (up to 2 
subsequent years).   Where sums are immaterial, NHS Trusts will be able to 
retain the cash locally and create a credit against CDEL expenditure subject 
to approval by NHSE/I.  Significant  disposals that are expected to result in 
large capital proceeds will be managed on a case by case basis and require 
discussions with NHSE/I as appropriate.   

1.4. Cash is a key resource and must be managed effectively to ensure that all of the 
Trust’s financial obligations can be met without interruption. Any borrowing or 
other cash management costs must be minimised through effective forecasting, 
decision making and monitoring. Where possible, and subject to operational 
constraints and considerations of risk, short term cash surpluses should be 
invested to maximise their return. 

 
1.5. This version supersedes any previous versions of this document.  

2. Purpose of this Policy/Procedure  
 

NHS organisations are expected to operate in a climate of strong corporate 
governance and to ensure that public monies are used efficiently and effectively. The 
purpose of this policy/procedure is to formally set out the Trust’s approach to managing 
its cash and treasury management function and minimising the associated risks it is 
exposed to. This policy/procedure is in line with Department of Health & Social Care 
(DHSC) and NHS England and Improvement (NHSE/I) guidance and the Standing 
Financial Instructions of the Trust.   

3. Scope 
 

3.1. Reforms to the DHSC NHS Cash regime came into effect from 1st April 2020 
whereby all Interim Revenue and Capital Loans were extinguished during the 
Financial Year 2020/21 and Public Dividend Capital (PDC) was issued to effect 
the repayment of outstanding balances at 31 March 2020.   
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3.2. Future revenue support is available for exceptional short term cash flow 
requirements and longer-term revenue support in financial distress.  This support 
will be provided as PDC which does not require principal repayment but carries 
a dividend payable at the current PDC rate.  (This reflects the opportunity cost to 
the taxpayer of diverting finance to unplanned cash requirements.)   

 

3.3. Future capital support will move to affordable capital envelopes being allocated 
for local prioritisation of system driven operational capital expenditure.  This will 
primarily be self-financed from the deprecation and cash balances.  An 
emergency capital allocation will be available for urgent and essential capital 
expenditure which is unaffordable.  This funding will be provided as PDC.  There 
remains the possibility to receive a capital loan from DHSC, however this facility 
will be by exception and the provider must demonstrate that it is clearly affordable 
within the ‘system’ envelope through guaranteed underspends from other 
providers across the area.   

 

3.4. Because the Trust operates within the DHSC NHS, rather than FT, regime its 
cash and treasury management options are limited. In particular, surplus cash is 
required to be invested in a Government Banking Service (GBS) account.  
Investment in commercial banks, or stocks and shares, is not an available option 
for non-Foundation Trusts. 
 

3.5. Given this limitation in scope, the objectives of the Trust’s cash and treasury 
management function are to support the operations of the Trust by: 

• providing accurate cash forecasts; 

• ensuring the availability of adequate levels of funding at all times; 

• identifying and managing the financial risks associated with holding 
insufficient, or excessive, cash balances and of having insufficient, or 
excessive, projected cash balances; 

• ensuring all cash transactions are adequately documented and authorised; 
and 

• managing and maintaining a strong set of relationships with banks which 
might meet current and future banking and funding needs. 

3.6. This policy/procedure covers cash and treasury management in respect of the 
Trust’s own funds and transactions only. Procedures for charitable funds are 
subject to separate written guidance.  

4. Definitions / Glossary 

4.1. Better Payment Practice Code (BPPC): The Trust aims to comply with the Better 
Payment Practice Code and pay its creditors within 30 days of receipt of 
goods/services or a valid invoice (whichever is later), unless other payment terms 
have been agreed. 
 

4.2. Capital Departmental Expenditure Limit (CDEL): Government limits on its 
departmental spending are set at its Spending Reviews, where DELs are allocated 
across its departments. These are split further, for example into CDELs (Capital 
Departmental Expenditure Limits) for investment projects and capital grants. DELs 
are spending limits, rather than targets. 



Cash and Treasury Management Policy V4.0 
Page 6 of 18 

 

4.3. Government Banking Service (GBS): The Government Banking Service 
provides a shared banking service for central government and wider public sector 
customers. 
 

4.4. Public Dividend Capital (PDC): This is a form of long-term government finance 
that was initially provided to NHS trusts upon their formation, to enable them to 
purchase the Trust’s assets from the Secretary of State. For NHS trusts, a variable 
charge known as a PDC dividend is paid twice yearly. 

5. Ownership and Responsibilities  

5.1. Role of the Trust Board  

 
The Trust Board, under guidance from the Audit & Risk Assurance Committee, 
will:  

• delegate approval of the Cash and Treasury Management Policy to the Audit 
& Risk Assurance Committee;  

• approve a list of employees authorised to make borrowings on behalf of the 
Trust. This must include the Chief Executive and the Director of Finance;  

• delegate responsibility for cash and treasury management operations to the 
Director of Finance; and  

• approve the opening of bank accounts.  

5.2. Role of the Director of Finance 

 
The Director of Finance is responsible to the Board for all aspects of cash and 
treasury management in the Trust, including management of the Trust’s banking 
arrangements. The Director of Finance will: 

• ensure that Trust cash and treasury management is carried out in line with 
this policy;  

• ensure that any borrowing is necessary and affordable to the Trust in the 
longer term;  

• ensure proper safeguards are in place regarding the security of the Trust's 
funds and approved bank mandates are in place for all accounts, which are 
updated regularly for any changes in signatories and authority levels. 

5.3. Role of the Deputy Director of Finance 

 
The Deputy Director of Finance reports to the Director of Finance and will:  

• fulfil the role of the Director of Finance, in respect of the above, in the absence 
of the Director of Finance;  

• ensure that staff performing the cash and treasury management function are 
adequately experienced, trained and supported to carry out their role; and 

• oversee the management of the cash and treasury management function. 
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5.4. Role of the Financial Controller 

 
The Financial Controller reports to the Deputy Director of Finance and will: 

• manage the cash function, ensuring that policies and procedures are adhered 
to; 

• update cash management policies and procedures, when necessary, for 
approval by the Audit & Risk Assurance Committee; and 

• make recommendations and escalate issues, where necessary, to the 
Director of Finance and Deputy Director of Finance. 

5.5. Role of the Deputy Financial Controller & Financial Accountant 

 
The Deputy Financial Controller & Financial Accountant reports to the Financial 
Controller and will: 

• have line management responsibility for the Accounts Assistant; and 

• oversee the operational management and performance of the cash and 
treasury management function on a day-to-day basis. 

5.6. Role of the Deputy Financial Controller & Financial Accountant 
and the Accounts Assistant 

 
The Deputy Financial Controller & Financial Accountant and the Accounts 
Assistant will: 

• implement the Cash and Treasury Management Policy as approved by the 
Audit & Risk Assurance Committee;  

• ensure cash management activities are reported on a timely and accurate 
basis;  

• manage the Trust’s key banking relationships on a day-to-day basis; 

• manage cash activities according to agreed policies and procedures;  

• manage and monitor the processes and procedures in place to control Trust 
debtor and creditor balances;  

• co-ordinate cash management operations between the Trust’s core functions 
and its operating subsidiaries, where applicable; and 

• ensure accurate and timely recording in the accounting records of all cash 
transactions, undertake bank reconciliations and match bank statements and 
confirmations with internal documentation. 

6. Standards and Practice 

6.1. Cash and Treasury Management Control Environment 

 
6.1.1. The controls identified in this policy are designed to ensure that the Trust's 

cash and treasury management activities are undertaken in a controlled 
and properly reported manner. The overall control environment extends 
further than the specific management of cash to include: 
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• clearly defined roles and responsibilities that are understood by all, 
as described above;  

• regular monitoring and reporting of the progress of cash and treasury 
management;  

• systems to ensure effective cash flow, through vigorous 
management of debtor and creditor transactions;  

• strict controls over authorisation limits;  

• proper segregation of duties between the cashier’s function and 
those who initiate expenditure and income transactions; and 

• cash and treasury management activities within the scope of review 
by Internal Audit and External Audit. 

 
6.1.2. A rolling cash flow forecast will be used and cash will be managed to 

ensure that: 

• all financial obligations can be met on, or before, the day they fall 
due; 

• borrowing is a last resort and only taken when required. The Trust 
will not borrow in advance of need; 

• borrowing costs are held to a minimum; 

• surplus cash achieves the best possible rate of return with the caveat 
that the Trust is obliged to lodge surplus cash with the GBS; and 

• the Board is kept fully aware of the Trust’s ongoing cash position and 
performance against its cash plan. 

 
6.1.3. The Trust will maintain bank accounts with the Government Banking 

Service (GBS) and with a commercial bank, approved by the Board, in line 
with Standing Financial Instructions. 
 

6.1.4. The Trust's cash and treasury management procedures will be subject to 
periodic review by Internal Audit and External Audit, as part of their audit 
undertakings. Any weaknesses, or significant deviations from agreed 
policies and procedures, will be reported to the Audit & Risk Assurance 
Committee and, where appropriate, to the Trust Board. 

 
6.1.5. Detailed operational guidance for the relevant financial operations is 

shown at Appendix 3 to this policy/procedure. 

6.2. Policy Effect 

 
6.2.1. The annual operating cash forecast will be prepared in advance of the 

start of the financial year. This will be reviewed and updated on a daily 
basis in conjunction with monitoring the Trust’s bank accounts. The 
operating cash forecast will be reviewed on a weekly basis by the Deputy 
Financial Controller & Financial Accountant and Financial Controller, who 
will determine whether any cash shortfalls are anticipated. 
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6.2.2. Borrowing requirements in the forms of loans or PDC will be determined 
by the Director of Finance or nominated deputy (normally the Deputy 
Director of Finance or Financial Controller). 
 

6.2.3. Borrowing will always be a last resort, within the constraint of meeting 
payment obligations.  

 

6.2.4. Cash will never be borrowed with a view to investing. 
 

6.2.5. The Trust will not borrow from any commercial organisation unless the 
DHSC specifically allows this. In such circumstances, DHSC regulations 
or guidance will be rigorously followed. 
 

6.2.6. Bank accounts will not have overdraft balances. The Board will not expect 
to require a guarantee or to use an overdraft facility. 
 

6.2.7. In the event that surplus cash is forecast it will be held in the GBS bank 
account until required, to maximise the return from interest. However, 
NHS England/Improvement may deem that significant surpluses realised 
from capital transactions (sales and depreciation) should be used to 
repay PDC. 
 

6.2.8. Investments outside the GBS bank account will not be made.   
 

6.2.9. In accordance with current DHSC guidelines, any cleared balances in 
excess of £50k will be transferred on a daily basis from the Trust’s 
commercial bank account to its GBS account. 
 

6.2.10. All staff will support effective cash management in the Trust by ensuring 
that all invoices for payment receive prompt attention and are passed to 
the payments team. The payments team will comply with the Better 
Payment Practice Code, i.e. payment within 30 days of receipt of an 
invoice or prompt resolution of a query. 
 

6.2.11. Staff with a responsibility for providing goods or services to external 
parties will ensure that invoices are raised promptly in accordance with 
FMWP (04-05) 12, or ‘Payment by Results’ guidelines if the customer is 
an NHS organisation. Staff will adhere to procedures prepared and 
distributed by the Director of Finance when dealing with accounts 
receivable or payable. 

 
6.2.12. The Board will receive a report each month detailing the Trust’s cash 

position, performance against plan, forecast year end position and 
borrowing requirements to date. The Audit & Risk Assurance Committee 
will seek further explanations or information as required. 

7. Dissemination and Implementation 

The ‘Ownership and Responsibilities’ section of this policy/procedure lists the Finance 
staff involved with the Trust’s cash and treasury management. This guidance will be 
held on the Trust’s document library as a source of information. 
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8. Monitoring compliance and effectiveness  

Cash and treasury management procedures and processes will be periodically 
monitored by Internal and External Audit reviews. 

 

Element to be 
monitored 

See note 8.1 above. 

Lead Financial Controller 

Tool See note 8.1 above. 

Frequency See note 8.1 above. 

Reporting 
arrangements 

See Appendix 3. 

Acting on 
recommendations  
and Lead(s) 

The Director of Finance will act on any audit recommendations 
made. 

Change in 
practice and 
lessons to be 
shared 

Any required changes to practices will be identified as part of the 
auditing process and reported, as may be required, to the Audit & 
Risk Assurance Committee. 

9. Updating and Review 
 

This policy will be reviewed at least every three years and updated where appropriate. 
The Financial Controller will be responsible for updating this policy and the Audit & Risk 
Assurance Committee will approve updates on behalf of the Trust Board. 

10. Equality and Diversity  
 

10.1. This document complies with the Royal Cornwall Hospitals NHS Trust service 
Equality and Diversity statement which can be found in the 'Equality, Inclusion & 
Human Rights Policy' or the Equality and Diversity website. 

 
10.2. Equality Impact Assessment 

 
The Initial Equality Impact Assessment Screening Form is at Appendix 2. 

http://www.rcht.nhs.uk/GET/d10268876
http://www.rcht.nhs.uk/GET/d10268876
http://intranet-rcht.cornwall.nhs.uk/shelf/equality-and-diversity/
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 Appendix 1. Governance Information 

Document Title Cash and Treasury Management Policy V4.0 

This document replaces (exact 
title of previous version): 

Cash and Treasury Management Policy V3.0 

Date Issued/Approved: 14th October 2021 

Date Valid From: October 2021 

Date Valid To: October 2024 

Directorate / Department 
responsible (author/owner): 

Finance Department. 
Alexandra Bradshaw, Deputy Financial Accountant. 

Contact details: 01872 258039 

Brief summary of contents 
The requirements necessary for the Trust to deliver 
effective management of cash in the NHS economy. 

Suggested Keywords: Assets - Current assets - Cash flow 

Target Audience 
RCHT CFT KCCG 
✓   

Executive Director responsible 
for Policy: 

Director of Finance  

Approval route for consultation 
and ratification: 

Audit & Risk Assurance Committee, on behalf of 
the Trust Board. 

General Manager confirming 
approval processes 

Director of Finance 

Name of Governance Lead 
confirming approval by 
specialty and care group 
management meetings 

Karl Simkins, Director of Finance 

Links to key external standards Key governance document. 

Related Documents: 
Standing Orders, Standing Financial Instructions, 
Scheme of Delegation. 

Training Need Identified? No. 

Publication Location (refer to 
Policy on Policies – Approvals 
and Ratification): 

Internet & Intranet ✓ Intranet Only  

Document Library Folder/Sub 
Folder 

Finance / Financial Services 
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Version Control Table  
 

Date 
Version 

No 
Summary of Changes 

Changes Made by 
(Name and Job Title) 

March 
2008 

Not 
assigned 

The document did not contain a version 
control table. 

Finance Department 
(Author not 
assigned) 

December 
2009 

Not 
assigned 

The document did not contain a version 
control table. 

Guy Trevenna, 
Deputy Financial 
Controller & 
Financial Accountant 

January 
2018 

V3.0 
Minor amendments, including new Trust 
template requirements. Update frequency set 
as every 3 years. 

Alexandra Bradshaw, 
Deputy Financial 
Accountant 

October 
2021 

V4.0 
Minor refresh (revised DHSC revenue and 
capital cash regimes) and update to latest 
corporate policy template. 

Sarah Gould 
Financial Controller 

 

All or part of this document can be released under the Freedom of Information Act 

2000 
 

This document is to be retained for 10 years from the date of expiry. 

This document is only valid on the day of printing 

 

Controlled Document 

This document has been created following the Royal Cornwall Hospitals NHS Trust 

Policy for the Development and Management of Knowledge, Procedural and Web 

Documents (The Policy on Policies). It should not be altered in any way without the 

express permission of the author or their Line Manager. 
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Appendix 2. Equality Impact Assessment 
 

 
  

Section 1: Equality Impact Assessment Form 

Name of the strategy / policy /proposal / service function to be assessed 
Cash and Treasury Management Policy V4.0 
 

Directorate and service area: 
Finance 
 

Is this a new or existing Policy? 
Existing 

Name of individual/group completing EIA 
Alexandra Bradshaw,  Deputy Financial 
Accountant 
 

Contact details: 
01872 258039 

1. Policy Aim 

Who is the 
strategy / policy / 
proposal / service 
function aimed at? 

The aim of this document is to identify the requirements necessary 
for the Trust to deliver effective management and governance of its 
cash transactions. 

2. Policy Objectives 
To ensure all staff are aware of Trust policy regarding the operation 
of cash-related procedures. 

3. Policy Intended 
Outcomes 

Compliance with recognised best practice and good governance with 
regard to cash transactions. 

4. How will 
you measure 
the outcome? 

Through monitoring of the cash management function and reporting 
performance against key indicators to the Board, within the Integrated 
Performance Report. 

5. Who is intended 
to benefit from the 
policy? 

Staff and users of Trust services. 
The Trust Board and Audit & Risk Assurance Committee, through the 
assurance gained. 

6a). Who did you 
consult with? 

 
 
b). Please list any 
groups who have 
been consulted 
about this procedure. 

Workforce  Patients  
Local 
groups 

External 
organisations 

Other  

    N/A 

Please record specific names of groups: 
N/A  

c). What was the 
outcome of the 
consultation? 

Consultation was not required, per previous versions of this document. 
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7. The Impact 
Please complete the following table.  If you are unsure/don’t know if there is a negative impact 
you need to repeat the consultation step. 
Are there concerns that the policy could have a positive/negative impact on: 

Protected 
Characteristic 

Yes No Unsure Rationale for Assessment / Existing Evidence 

Age 

 x  
This policy/procedure describes a corporate function 
within the capability of all relevant staff, regardless of 
age, sex or the other listed equality strands. 

Sex (male, female 
non-binary, asexual 
etc.)  

 x  As noted above. 

Gender 
reassignment  x  As noted above. 

Race/ethnic 
communities 
/groups 

 x  As noted above. 

Disability  
(learning disability, 
physical disability, 
sensory impairment, 
mental health 
problems and some 
long term health 
conditions) 

 x  
The only current limitation concerns the physical 
characteristics of the building in which the cash 
management function is housed. 

Religion/ 
other beliefs  x  

As noted above. 

Marriage and civil 
partnership  x  

As noted above. 

Pregnancy and 
maternity  x  

As noted above. 

Sexual orientation 
(bisexual, gay, 

heterosexual, lesbian) 
 x  

As noted above. 

If all characteristics are ticked ‘no’, and this is not a major working or service 
change, you can end the assessment here as long as you have a robust rationale 
in place. 

I am confident that section 2 of this EIA does not need completing as there are no highlighted 
risks of negative impact occurring because of this policy. 
 

Name of person confirming result of initial 
impact assessment: 

Alexandra Bradshaw, Deputy Financial 
Accountant 

If you have ticked ‘yes’ to any characteristic above OR this is a major working or 
service change, you will need to complete section 2 of the EIA form available here: 
Section 2. Full Equality Analysis 
 
For guidance please refer to the Equality Impact Assessments Policy (available from 
the document library) or contact the Human Rights, Equality and Inclusion Lead 
india.bundock@nhs.net  

http://doclibrary-rcht-intranet.cornwall.nhs.uk/DocumentsLibrary/RoyalCornwallHospitalsTrust/ChiefExecutive/Templates/Section2FullEqualityAnalysis.docx
mailto:india.bundock@nhs.net
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Appendix 3. Cash and Treasury Management – Operational 
Procedures 
 

1. The overall objective of the procedures set out below is to ensure cash and treasury 
management activities are undertaken in a controlled manner, thereby ensuring the 
Trust is not exposed to undue operational risks. In particular: 

• segregation of duties is specified between those who manage the cash position, 
those who initiate payments and those who account for transactions; 

• confirmation of transactions will be requested from all counterparties and checked by 
a member of staff from the Trust accounting function, not the cashiers function;  

• all transactions will be recorded within the general ledger and supported by an 
instruction or confirmation;  

• all payment instructions and confirmations will require two authorised signatories in 
accordance with approved bank mandates; (Make explicit this can be electronic?) 

• mandates will be reviewed regularly and sent to all counterparties; 

• persons/organisations in receipt of cheques exceeding £50 from the Trust, that have 
not been cashed at six months after being issued, will be written to with a reminder 
to bank the cheque. If the cheque has still not been banked within a further 6 months 
it will be written off. Cheques not exceeding £50 will be written off after 6 months of 
being issued if they have not been cashed; and 

• any cheques issued by the Trust that are subsequently lost and have a value of more 
than £50 will not be re-issued until they have been cancelled with the bank. Any lost 
cheques with a value of £50 (the current bank charge for cancelling a cheque) or less 
will automatically be re-issued and will not be cancelled with the bank. 

Bank Mandates 

2. Copies of all bank mandates will be maintained by the Accounts Assistant. The 
Trust’s mandate will be approved in accordance with the Trust’s Standing Financial 
Instructions by the Director of Finance with regard to signatories and appropriate 
limits.   

Routine Cash Management Procedures 

3. The Accounts Assistant will: 

• review the cash requirements on a daily basis, examining cash brought forward, daily 
transactions and the subsequent cash requirement or availability;  

• review the required movement of funds between bank accounts on a daily basis;  

• ensure that the Trust holds sufficient liquid funds to cover all known commitments;  

• review, where necessary, the draw-down of borrowed funds or payment of interest or 
capital to lenders; 

• review the debtor and creditor run information, to ensure the Trust maximises its cash 
position; and 

• ensure all reconciliations and accounting requirements are in place. 

Debtor Management 

4. Goods and services provided by the Trust are subject to the requirements that: 
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• where possible, payment in advance should be collected for all on-site transactions 
with patients valued below £100 (for prescriptions, appliances, etc);  

• where possible, payment in advance from private patients should be collected for the 
full value of the treatment, and failing that a deposit collected that represents the 
expected value of the treatment to be provided. Specific arrangements may be 
required for some health insurance companies; and 

• the policy/procedure relating to overpayments of salary, allowances and benefits 
should be followed where a recovery of debt is required from an employee or ex-
employee. 

5. Invoices must be raised promptly for goods and services provided by the Trust, 
including all private patient work.   

6. Invoices will be raised by the Accounts Receivable function of the Finance 
Department, within 3 days from receipt of a correctly completed debtors request form. 

7. When invoices are raised, credit control will be undertaken by the Accounts 
Receivable team.  If invoices are not settled within the specified time periods the 
following general escalation process will be put into place: 

 

1st Monday after debt has not been 
settled within agreed credit terms 

1st Reminder 

Standard letter sent to debtor, reminding them 
payment due.  

 

If debt not settled within a further 7 
days 

2nd Reminder 

Copy invoices and letter sent to debtor in the 
name of the Financial Controller, stating the 
overdue debt and requesting immediate 
settlement. 

 

If debt not settled within a further 7 
days 

3rd and Final Reminder 

Letter sent to debtor in the name of the Financial 
Controller, requesting immediate settlement and 
warning of legal action if payment is not received 
within a further 7 days. 

If debt not settled within a further 7 
days 

Trust seeks payment through the use of a debt 
collection agency and then commences legal 
action. 

 

8. An aged debt report will be produced on a weekly basis and reviewed by the Accounts 
Payable & Receivable Supervisor before escalating to the final two stages. The report 
will contain all relevant information e.g. organisation/person, age of debt, size of debt, 
type of debt, etc. 

9. In addition, debtor accruals as produced by the management accounts section will be 
reviewed by the Financial Controller, to ensure invoices are being raised as early as 
possible. 

10. The Trust policy is to minimise all debtor balances. This is helped by sending 
statements to all non NHS debtors on the last day of the month and all NHS debtors 
on the 1st day of the month. 
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Creditor Management 

11. Goods and services must be requisitioned using official ordering systems, as 
approved by the Trust.   

12. The Trust’s procurement team has the responsibility for negotiating the best 
combination of trade discounts and settlement terms. Accounts Payable will match 
and record invoices against orders. Manual invoices will be electronically scanned 
upon receipt, with e-mail notification to authorising officers who will then electronically 
authorise them. It is the responsibility of those officers to authorise invoices if the 
goods/services are received and satisfactory, or to provide Accounts Payable with a 
reason why an invoice should not be paid within given deadlines.  

13. Additional controls in place to ensure timeliness in the settlement of debts and to 
avoid late payment charges include: 

• a requirement that invoices for Pharmacy and Sustenation (formerly the Cornwall 
Food Production Unit) are sent direct to those departments; Estates invoices are sent 
to the Finance Department.  

• a requirement that all invoices except those noted above are sent directly to the 
Finance Department either electronically or via post.   

• a requirement that all invoices must identify the name of the department, the 
authorising officer at the Trust and the purchase order number; and  

• monitoring the promptness of authorisation, with a range of sanctions for authorising 
officers who fail to process invoice authorisations promptly, leading ultimately to the 
authority being withdrawn. 

14. Accounts Payable, overseen by the Financial Controller, will ensure that settlement 
is within agreed terms or within thirty days, whichever is the shorter, in line with the 
Better Payment Practice Code. 

15. Creditors will be paid on a weekly basis to maximise the flexibility of terms and 
minimise the need for urgent payment runs. It is the Trust’s aim to meet the payments 
laid down in the Public Sector Pay Policy. 

16. Accounts Payable have a responsibility to provide information to the Accounts 
Payable & Receivable Supervisor on prospective weekly run values, ad-hoc high 
value invoices, late high value pay payments and any other exceptional items. 

17. In addition, creditor accruals as produced by the management accounts section will 
be reviewed by the Financial Controller, to ensure invoice accruals are accurate and 
realistic.  

Weekly and Daily Movement Report 

18. A weekly and daily cash flow report will be produced to show transactions on a rolling 
basis and by key headings. It will show actual cash flows for all prior weeks and will 
highlight the balance carried forward along with forecast transactions for subsequent 
weeks. 

19. Cash flow projections will distinguish the key areas of income and expenditure, both 
revenue and capital.  

20. The report will also include amounts drawn down, or forecast to be drawn down, 
against financing facilities made available to the Trust. 

21. The weekly and daily movement report will be produced by the Accounts Assistant 
and reviewed by the Financial Controller on a weekly basis.  
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Circulation: Deputy Director of Finance, Financial Controller and Deputy Financial 
Controller & Financial Accountant.  

Monthly Reports 

22. Each month, a cash flow forecast will be produced by the Financial Controller and 
reviewed by the Deputy Director of Finance.  

23. Cash Key Performance Indicators will be produced on a monthly basis, to form part 
of the Trust’s monthly reporting to the Finance Committee, including:   

• weekly cash balance analysed against financial support required; 

• aged debt analysis; 

• debtor days; 

• creditor days; 

• cumulative payment performance; and 

• net current assets/liabilities analysed against retained surplus and financial support. 

24. In addition, the Finance team will prepare departmental performance reports, 
including: 

• aged debtors analysis against targets; 

• aged debtors split between NHS and non-NHS (further split as private patients, 
overseas, and other); 

• creditor payment analysis against targets; 

• creditors split between NHS and non-NHS; 

• creditor authorisation analysis (numbers received, creditor days, registered not 
authorised); 

• the cash position against the annual plan; and 

• any other performance indicators that may be agreed. 

Circulation: Director of Finance, Deputy Director of Finance, Financial Controller, 
Deputy Financial Controller & Financial Accountant.   

Annual Cash Flow Forecasting 

25. An annual cash flow projection will be produced by the start of each financial year to 
inform that year’s plan. This will be signed off by the Trust Board. 

26. Each month, a high level outline (rolling) forecast for the next twelve months will also 
be produced. This information will be used to inform the Board of the Trust’s long 
term cash flow position.     

Circulation: Deputy Director of Finance, Financial Controller, Finance Department.   

Cash Deep Dives 

27. Cash deep dives will be prepared as required but at least annually for presentation to 
the Finance Committee.  These reports will set out the Trust’s cash management 
arrangements, review the forecast cash position and highlight the risks to the cash 
balance.   

Circulation: Finance & Performance Committee. 

 


