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1. Introduction 
 

1.1. The formal requirements of the ordering of goods and services and for 
authorising of invoices for payment are set out in section 10 of the Trust Standing 
Financial Instructions (SFIs), which are available on the document library on the 
intranet site. Section 8 of the SFIs sets out the requirements for tendering and 
contracting arrangements. 
 
1.2. This document provides additional guidance to budget holders and staff 
responsible for ordering goods and services and for the approving of invoices for 
payment, on receipt of goods and services. 

 

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

1.4. Data Protection Act 2018 (General Data Protection Regulation – 
GDPR) Legislation  
 
The Trust has a duty under the DPA18 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 can’t rely on Opt out, it must be Opt in. 
 
DPA18 is applicable to all staff; this includes those working as contractors and 
providers of services. 
 
For more information about your obligations under the DPA18 please see the 
‘information use framework policy’, or contact the Information Governance 
Team rch-tr.infogov@nhs.net 

 

2. Purpose of this Policy/Procedure 
This document provides detailed guidance on the ordering, authorising and the payment 
for goods and services received. It provides guidance on the procedures that are 
required to be undertaken prior to and during the ordering, authorising and paying for 
goods and services received. 
 

3. Scope 
This procedure notes provides guidance to budget holder’s responsibility for the ordering, 
authorising and paying for goods and services received and staff that undertake the 
ordering, authorising and paying for goods and services received. It relates to all goods 
being ordered with RCHT. 
 

4. Definitions / Glossary 
 

4.1. Orders and payments can only be authorised by those individuals listed on the 
Scheme of Delegation. The Scheme of Delegation shows all budget codes and the 
individuals that have authorisation and their levels.  
 
4.2. Unit4 Business World is the computerised integrated finance and procurement 
system used by Procurement and Finance. Goods and services can be ordered on 
this system having to be authorised according to the Scheme of Delegation and all 

mailto:rch-tr.infogov@nhs.net
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invoices are paid on this system with the Workflow element being used to gain 
authorisation of invoices. All members of staff who are on the Scheme of Delegation 
should have a log in for this system. 

 

5. Ownership and Responsibilities  
 

5.1. Role of Accounts Payable 
 
The Accounts Payable team are responsible for: 

 Imputing all invoices accurately onto Unit4 Business World and gaining the 
appropriate authorisation for their payment; 

 To process all payments in order for them to be paid on time and for early 
settlement discounts to be taken, in accordance with Trust policies and to meet 
the Better Payment Practice Code; 

 To verify all supplier amendments to combat fraud; and 

 Ensure all invoice and price queries are investigated. 
 

5.2. Role of Managers/budget holders 
 

 To ensure all orders and invoices are authorised according to the Scheme of 
Delegation in a timely manner. 

 To raise all price and invoices queries with Finance. 
 

6. Standards and Practice 
 

6.1. Scheme of Delegation  
 

6.1.1. Any member of staff needs to have been authorised, formally, before 
they can place orders for any goods and services, or authorise payment 
unless the authorising officer is recognised in the list of authorised signatories. 

 
6.1.2. Detailed delegation limits are identified in the Trust’s Scheme of 
Delegation which forms part of the Standing Orders. These limits are identified 
through three criteria: 

 

 Activity requiring authorisation (including ordering goods, services and 
giving authority to pay these). 

 Grade (banding) of members of staff eligible to authorise the action 
required; or 

 Maximum financial value allowed under the delegated authority. 
 

6.1.3. The list of authorised signatories identifies the individuals to which 
the Scheme of Delegation applies. This list is updated constantly by a member 
of the Finance Department and uploaded into Unit4 Business World.   
 
6.1.4. Any member of staff who should be included on the list of authorised 
signatories is required to provide to the Finance department a sample 
signature, authorised by their manager, who should already be an authorised 
signatory themselves, but at a higher level than they are delegating 
responsibility down to. 
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6.1.5. The list of authorised signatories is used across the Trust to confirm 
the eligibity of the authorisations made.  The same list is used across the Trust 
by the finance and procurement department as well as the payroll team. 
 
6.1.6. Section managers and budget holders need to ensure that there are 
enough members of staff, with the required level of authorisation, to provide 
cover for absence through leave, sickness and role changes. 

 

6.2. Ordering Goods and Services 
 

 Staff are able to place orders for goods and services in a variety of ways: 
 

 Ordering through the approved, NHS ordering system (Unit4 Business World). 
Wherever possible, orders should be placed using the Unit4Business World 
system. This system is maintained by the Procurement Team and identifies 
approved goods and services. This ordering process requires identification of 
the cost centre against which the invoice should be charged. The correct 
process is as follows: 

 Ordering through an alternative specialised ordering system. There are 
currently a number of systems in use, including in Pharmacy, Estates, Patient 
Appliances and the Cornwall Food Production Unit (Sustentation).  

 In an emergency situation the Procurement team can organise an emergency 
order number. If this is not possible as the emergency is outside normal 
working hours of the Procurement team, the on-call manager should be 
contacted.  

 Seeking temporary staff from agencies. All requests for temporary staff cover, 
whether from the staff bank or from recruitment agencies, must be channelled 
through the Kernowflex service. 

 Placing orders for higher value items, procurement through tenders and 
service contracts. These are dealt with by the Procurement team, which will 
guide budget holders through the process.  

 

6.3. Receipt of Goods and Service 
 

6.3.1. For goods and services ordered through the Unit4 Business World 
system, the requsitioner receipts using Unit4 Business World and any disputes 
on the invoice are rejected back through workflow to accounts payable to 
investigate.   
 
6.3.2. When notification is received, the accounts payable team records the 
dispute on the Unit4 Business World, which results in the invoices being 
prevented from being paid (called ‘parked’) until the dispute or query is 
resolved. 

 

6.4. Invoice Processing - Role of the Accounts Payable Team 
 

6.4.1. This section within the finance department which deals with the 
payment of all invoices is the Accounts Payable team. They are located in 
Carlyon House on the RCH Treliske site. 
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6.4.2. The Accounts Payable team are responsible for ensuring that the 
invoices received are authorised correctly and paid in accordance with the 
Trust Standing Financial Instructions, guidelines and procedures. 
 
6.4.3. The team workload is allocated according to invoice type (purchase 
order or non-purchase order) and by supplier name for all non-purchase order 
invoices. The team are available between 0900hrs and 1700hrs on Mondays 
to Thursday, and Friday 0900hrs to 1630hrs. 
 
6.4.4. Contact details of purchase ledger staff can be found on the 
Financial Services intranet page: http://intranet-rcht.cornwall.nhs.uk/brilliant-
improvement/looking-after-our-finances/financial-services/ 
 
6.4.5.  Or, alternatively you can e-mail: rch-tr.AccountsPayable@nhs.net 

 

6.5. The Better Payment Practice Code 
 

6.5.1. All NHS organisations are expected to comply with the better 
Payment Practice Code. This Code sets out the requirements for all invoices 
to be paid within the agreed terms of payment, or within 30 days, whichever is 
shorter. The target is for 95% of invoices received to be paid within the target 
time. Compliance with the Code is monitored by the Department of Health and 
is recorded in the Trust’s financial statements. 
 
6.5.2. Guidance issued from the Department of Health in 2009 required 
that all NHS organisations should seek to pay small suppliers within 10 days, 
as part of the Government’s efforts to help businesses during the current 
financial troubles. 
 
6.5.3. The payment period for disputed and queried invoices is paused 
when the dispute or query is raised and re-starts when the dispute is resolved, 
or when a credit note is received.  
 
6.5.4. Budget holders and authorising officers have a responsibility to 
authorise all invoices promptly, and part authorising disputes and queried 
invoices wherever possible. 

 

6.6. Receipt of Invoices 
 

6.6.1. As part of its efforts to improve the timeline of payment invoices, the 
Trust has instigated arrangements whereby all invoices are to be addressed to 
the finance department, rather than to departments receiving the goods or 
services or placing the orders. The preferred method is by e-mail: 

 

 Non-agency invoices to rcht.invoices@nhs.net   

 Agency invoices to rcht.agencyinvoices@nhs.net 
 
6.6.2. Alternatively the postal address is: 

 
Royal Cornwall Hospital NHS Trust 
Finance Department (Accounts Payable) 
Carlyon House 

mailto:rch-tr.AccountsPayable@nhs.net
mailto:rcht.invoices@nhs.net
mailto:rcht.agencyinvoices@nhs.net


 

Guidance to Staff Responsible for the Ordering, Authorising and Payment of Goods and Services Received V4.0 
7 of 15 

RCHT 
Truro 
TR1 3LJ 

 

6.7. Invoices Relating to Orders Raised on the Unit4 Business 
World System 
 

6.7.1. The majority of the Trust’s orders are made through Unit4 Business 
World.  

 
6.7.2. The supplier is expected to quote the order number and the details 
of the department raising the order, on the invoice. This enables the Accounts 
Payable team to register the invoice against the order. 
 
6.7.3. The Payments Clerk loads and registers all Purchase Orders 
invoices into Unit4 Business World, and will either match it to the Goods 
Received Notes numbers or will register it on to the system until the goods are 
receipted.  
 
6.7.4. When processing Unit4 Business World invoices the quantity and 
price charged are checked: if the price on the invoice does not match with that 
quoted on the order, and is outside the agreed tolerance, the invoice will be 
routed via workflow to the Procurement team to investigate. The Procurement 
team will take the necessary action via workflow to reject or approve the 
invoice against the order.   
 
6.7.5. Where there is no record of the goods or services having been 
receipted a workflow task is sent via Unit4 Business World to the requistioner 
asking them to receipt the goods or services provided in the system or raise a 
query resulting in the invoice being parked or rejected for payment.   

 

6.8. Invoices Relating to Orders Raised Outside of the Unit4 
Business World System 
 

6.8.1. Invoices processed through JAC Pharmacy System or Safron 
Sustentation System are data loaded on a weekly basis in Unit4 Business 
World.   

 
6.8.2. Invoices processed through the MICAD Estates System are goods 
receipted in MICAD and then manually processed and uploaded into Unit4 
Business World. 

  

6.9. Invoices Received Outside of the Finance Department: 
 
6.9.1. When invoices are received in locations other than the Finance 
department, these must be date stamped with the date received, as this date 
is used to calculate the age of the debt. The invoices should be passed to the 
Accounts Payable team immediately, so that the finance department is fully 
aware of the amounts that are being charged against it. This will ensure that 
the Trust’s reported ‘accrued liability’ is complete. If the invoice can be 
authorised without delay, this should be done. Disputed and queried invoices 
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should be sent to the Accounts Payable team, with a note of the dispute or 
query. 
 
6.9.2. The supplier will be contacted by the Finance department and 
reminded of the correct invoice address. 

 

6.10. Electronic Authorisation Procedures Unit4 Business World 
Workflow 
 

6.10.1. On receipt of all non-purchase invoices the accounts payable team 
will scan and register the invoice into the Unit4 Business World Workflow 
system, then according to the Scheme of Delegation, the invoice will be sent 
to the appropriate a budget holder for approval or rejection.  
 
6.10.2. Each budget holder, who is authorised to do so through the Scheme 
of Delegation will have a web access to the Unit4 Business World system to 
either approve or reject invoices posted to their budget. All invoices and back 
up will be scanned and will be available to view on the web portal.  
 
6.10.3. An e-mail will automatically be sent from the system to notify the 
budget holder that an invoice requires authorisation, this e-mail will also 
provide a web link to Unit4 Business World, which can be accessed via single 
sign on.  
 
6.10.4. In the event that an invoice is rejected a detailed explanation for 
rejection is required to allow the Accounts Payable team to resolve the issue. 

 

6.11. Disputes and Credit Notes 
 

6.11.1. Disputed and queried invoices should be reported to the Accounts 
Payable team as soon as they are identified. The time-line of the invoice’s 
progress against the Trust’s prompt payment target is paused as soon as a 
dispute is notified (‘parked’ on Unit4 Business World).   

 
6.11.2. Where it is appropriate for an invoice not to be paid, the correct 
accounting treatment is for the supplier to provide a ‘credit note’ to off-set the 
disputed amount.  This approach keeps the accounting records of both 
supplier and recipient (the Trust) consistent.  Where the Trust needs to seek a 
credit note, the Accounts Payable team will do this through the Procurement 
team, or direct with the supplier.  The budget holder’s financial transaction 
record will show both the full value of the invoice and the credit offset. 
 
6.11.3. Under the new arrangements, no invoice should be held outside of 
the finance department for any reason.  Invoices which, in the past, were held 
locally, pending settlement of the dispute or query, must be returned to the 
Accounts Payable team, with full explanation of the dispute or query.  This will 
enable payment clerks to liaise, promptly, with the supplier to ensure that 
required settlement is agreed. 
 
6.11.4. Once received in the Accounts Payable team, the credit note will be 
matched to the original order and invoice, and then processed against the 
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same budget code as the original invoice. Any credit notes received directly 
into departments must be forwarded to Accounts Payable for action.  
 
6.11.5. The only time that the Accounts Payable clerks will not contact the 
supplier regarding a dispute is if the dispute is a contractual issue whereby the 
budget holder must contact the supplier and keep the Accounts Payable team 
up to date with the on-going dispute. 

 

6.12. Capital 
Capital invoices are dealt with in the same way as other invoices.  Orders should be 
raised in relation to schemes identified in the Trust’s capital programme.  Payments 
for building and engineering works which require payment to be made on account 
during progress of works will only be made on the receipt of a certificate from the 
appropriate technical consultant.  Final payments will only be made as certified by 
the commissioned consultant. 

 

6.13. Charitable Funds 
There are separate guidelines available in the document library on the intranet 
relating to Charitable Funds – “Use and Application of Charitable Funds.”  Although 
invoices are dealt with in the same way as other invoices, there are more restrictive 
limits placed upon fund-holders, regarding expenditure. 

 

6.14. VAT 
 

6.14.1. Complex rules surround the NHS VAT scheme.  As a general rule, 
VAT can only be reclaimed on services provided by external suppliers, which 
could have been provided in-house.   

 
6.14.2. Unit 4 Business World determines the VAT treatment of purchase 
order invoices based on the National E-Class code assigned to each product 
within the system.   
 
6.14.3. For non-purchase order invoices the correct VAT position is checked 
by the Accounts Payable team when the invoice is processed for payment.   
 
6.14.4. All invoices are reviewed by the Trust’s VAT consultants to ensure 
correct VAT treatment.  

  

6.15. Payment to Suppliers 
 

6.15.1. Payments take approximately three working days to clear in the 
supplier’s account. The BACS payment runs are split between revenue and 
charitable funds. 

 
6.15.2. Where the BACS facility cannot be used, for example where the 
Trust does not have the banking details of its supplier, payment will be made 
by routine cheque payment runs.  These also take place weekly on a 
Tuesdays: authorisations for these payments need to be received by the 
accounts payable team by 1700hrs on Monday for them to be included on this 
payment run.   
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6.15.3. In emergency circumstances, the Trust may make payment through 
urgent bank transfers.  However, the use of non-routine payment runs is at the 
discretion of the Trust’s Financial Controller. 
 
6.15.4. The Finance Department will ensure that credit periods for particular 
suppliers are set and take advantage of discounts offered by suppliers for 
early settlement.  

 

7. Dissemination and Implementation 
 

7.1. All persons involved in the ordering, authorising and paying for goods and 
services received should be aware of these guidelines. Therefore this guidance will 
be held on the Trust’s document library as a source of information for those 
persons. 
 
7.2. All budget holders can attend one of the Finance run workshops and also 
receive Unit4 Business World training from their appropriate Management Account. 

 

8. Monitoring Compliance and Effectiveness  
 

Element to be 
monitored 

Compliance with accounting regulations  

Lead Senior finance management  
 

Tool Internal and external audit reviews 

Frequency Annually 

Reporting 
arrangements 

Accounts receivable requirements 

Acting on 
recommendations  
and Lead(s) 

Senior finance management  
 

Change in 
practice and 
lessons to be 
shared 

Required changes to practice will be identified and actioned. 

 

9. Updating and Review 
This document will be reviewed and updated every 3 years.  

 

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 
Guidance to Staff Responsible for the Ordering, 
Authorising and Payment of Goods and Services 
Received V4.0 

Date Issued/Approved: 
 
21 August 2019 
 

Date Valid From: August 2019 

Date Valid To: August 2022 

Directorate / Department 
responsible (author/owner): 

Finance Directorate - Angela Jenkin Acting 
Income & Payments Supervisor 

Contact details: 01872 258011 

Brief summary of contents 

Provides guidance to managers and staff on 
Finance Department’s requirements for ordering, 
authorising and paying for goods and services 
received 

Suggested Keywords: 
Ordering, authorising and paying for goods and 
services received. 

Target Audience 
RCHT CFT KCCG 

   

Executive Director responsible 
for Policy: 

Director of Finance 

Date revised: August 2019 

This document replaces (exact 
title of previous version): 

Ordering, authorising and paying for goods and 
services received V3.0 

Approval route (names of 
committees)/consultation: 

Original approved at Finance Committee    - March 
2009      

Care Group Manager confirming 
approval processes 

Deputy Director of Finance 

Name and Post Title of 
additional signatories 

Not Required 

Signature of Executive Director 
giving approval 

{Original Copy Signed} 

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

Internet & Intranet  Intranet Only  

Document Library Folder/Sub 
Folder 

RCHT/Finance/Financial Services 

Links to key external standards Key Governance Document 

Related Documents: 
Standing Orders, Standing Financial Instructions 
and Scheme of Delegation 
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Training Need Identified? None 

 
Version Control Table  
 

Date 
Versio
n No 

Summary of Changes 
Changes Made by 

 

March 
2009 

V1.0 Initial Issue Stacy Richards 

June 2012 V2.0 

Refresh of document to reflect current 
practice and concentrate on ordering, 
authorising and paying for goods and 
services received 

Stacy Richards  

Dec 2014 V3.0 
Refresh of document to reflect current 
practice and concentrate on ordering, 
authorising and paying for goods and 

Angela Jenkin Acting 
Income and 
Payments Supervisor 
 

August 
2019 

V4.0 
Refresh of document to reflect 
implementation of integrated finance and 
procurement system 

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 on Document Production. 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. Initial Equality Impact Assessment Form 
 

 

Name of the strategy / policy /proposal / service function to be assessed  
Guidance to Staff Responsible for the Ordering, Authorising and Payment of Goods and 

Services Received V4.0 
 

Directorate and service area: 
Finance 

 

New or existing document: 
Existing 

Name of individual completing assessment: 
Sarah Gould 

 

Telephone: 
01872 258049 

 1. Policy Aim* 
 
Who is the strategy / 
policy / proposal / 
service function aimed 
at? 

To provide detailed instructions for managers responsible for ordering, 
authorising and paying for goods and services received, and staff 
undertaking collection of income. 

2. Policy Objectives* 
 

To improve the accuracy of ordering, authorising and paying for goods and 
services received. 

 

3. Policy – intended 
Outcomes* 
 

Improved ordering, authorising and paying for goods and services received 
accuracy. 

4. *How will you 
measure the 
outcome? 

Internal and external audit reviews will assist in this area. 

 

5. Who is intended to 
benefit from the 
policy? 

The staff responsible for the Ordering, Authorising and Payment of 
Goods and Services Received 

6a Who did you 
consult with 
 
 
b). Please identify the 
groups who have 
been consulted about 
this procedure. 

Workforce  Patients  
Local 
groups 

External 
organisations 

Other  

X     

Please record specific names of groups 
 
Finance Committee     

What was the 
outcome of the 
consultation? 

Agreed - The guidance clarifies the responsibilities of all staff equally. 
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Are there concerns that the policy could have differential impact on: 
Equality Strands: Yes No Unsure Rationale for Assessment / Existing Evidence 

Age  X   

Sex (male, 

female, trans-gender / 
gender reassignment) 

 

X 

  

Race / Ethnic 
communities 
/groups 

 

X 

  

Disability - 
Learning disability, 
physical 
impairment, sensory 
impairment, mental 
health conditions and 
some long term health 
conditions. 

 

X 

  

Religion / 
other beliefs 

 
X 

  

Marriage and 
Civil partnership 

 
X 

  

Pregnancy and 
maternity 

 
X 

  

Sexual 
Orientation, 
Bisexual, Gay, 
heterosexual, Lesbian 

 

X 

  

You will need to continue to a full Equality Impact Assessment if the following have 
been highlighted: 

 You have ticked “Yes” in any column above and 

 No consultation or evidence of there being consultation- this excludes any policies which have 
been identified as not requiring consultation.  or 

 Major this relates to service redesign or development 

 

8. Please indicate if a full equality analysis is recommended. Yes   No X 

9. If you are not recommending a Full Impact assessment please explain why. 
 

 
 

Not indicated 
 
 

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. 
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Date of completion 
and submission 

 
August 2019 

 

Members approving 
screening assessment  
 

 
Policy Review Group (PRG) 
 
APPROVED 
 

 
 

This EIA will not be uploaded to the Trust website without the approval of the 
Policy Review Group.  
 
A summary of the results will be published on the Trust’s web site.  

 

 

 


