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https://www.fssu.ie/app/uploads/2026/03/FSSU-Internal-Financial-Controls-Manual-Updated-February-2026.pdf

To demonstrate the basic financial controls that
every school should have in place to ensure
accurate financial management,
accountability, and good governance.

Areas to be covered

Objectives

Income
receipts

Budgeting

3
Objective of this short video on basic financial controls

The need
for Financial
Controls

Expenditure
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Objectives
of a Good
Financial
@felalife]
System

Compliance with policies,
procedures, and best practice
guidelines

Strong internal financial controls and
safeguards

l Financial records accurately reflect
the school's financial position

Effective management and control
of financial liabilities

Compliance with Revenue
requirements



Transparency begins with stfrong
financial accountability

The need
for
Financial
Conftrols

Stakeholders have confidence in the
school's financial controls

Robust financial controls help
safeguard the school's finances and
assefts




|

Detailed financial policies and procedures

Clearly defined roles and responsibilities
Examples

of Internal
Financial Segregation of duties

Conftrols

Regular & timely reconciliations & monthly
reporting

Clear approval & authorisation procedures




Income &
Expenditure

e —

Banking

N —

Payroll

Busy periods
and quieter
periods

Daily / weekly /
monthly and
annually

N —

N

RCT/VAT

—_—

Efficient system

Np—

\

Errors identified
and rectified

Accurate

Financial
information




Income

‘/Securely stored to protect school funds
‘/Counted accurately and reconciled on a regular basis

‘/Lodged to the bank promptly to minimise the amount of cash held
on site

‘/Recorded accurately and promptly in the school's accounting
system

‘/Reviewed and reconciled regularly to ensure the accounting
records remain complete and accurate
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Examples of
controls for

Cash Receipts

Cash should be
counted and
ecorded by at least
two people in a
secure ared

Cash and cheques
should be lodged to
the bank promptly

Pre-numbered
receipts should be
issued for all cash

received

Cash received
should be stored
ecurely until lodged
and never left
unattended

Maintain and
reconcile a
cashbook for all
iIncome received

Retain supporfing
documentation and
ensure transactions

‘are coded correctly

Cash received must
never be used
directly for cash
payments or
expenditure




Receipts should be recorded immediately

Separate bank for DSP School Where funds exceed over €10,000 }

Paid fo bank account J

Meals paid to bank account



mailto:sdfinfo@education.gov.ie
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Online Payment Solutions Clearing Account

v Schools using an online payment solution should use the Online
Payment Solution Clearing Account to record income received from

parents.

v The online payment provider can generate detailed reports of all

payments received.

v These reports should be used to analyse and record income

accurately in the accounting system

v Rather than analysing each individual bank lodgement, monthly
lodgements can be grouped together and processed in bulk, making

reconciliation more efficient.
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Online Payment Solutions Clearing Account

v Verify the Online Payment Solution Clearing Account
matches the amount on your Inschool Administration

package

v Reconcile outstanding transactions that have been

processed but not yet transferred to bank
v Accurately record all transaction to accounts package

v Retain any supporting documentation



Expenditure

‘/All expenditure must be authorised, appropriate, and incurred for
school purposes

‘/Goods and services received are verified against purchase orders
and invoices

‘/Expenditure should be within approved budgets and supported by
appropriate documentation

‘/Transactions are promptly and accurately recorded in the
accounting system
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Clerical Officer or Accounts Secretary may prepare
online payments or cheques but must not be an
approver

\

Examples of
Banking online access details must be kept secure
ContrOIS for a" and confidential at all times

B
P

Payments |
Never share passwords and always log out when
leaving a device unattended

/

The Principal and another Board-nominated person
must be authorised approvers and signatories on all
bank accounts

AQ"‘

FSSU
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Banking Conirols & Record keeping

Maintain an
appropriate
number of bank

accounts

e —

Complete
monthly bank
reconciliations

N —

Maintain
accurate bank
records

Maintain cheque
sequence controls

Control the use of
cheque and
lodgement books

N—

N

Store banking
documentation
securely

—_—

Retain cancelled
cheques

—

M

Retain previous
banking records
securely

N—

Retain financial
records for the
required period




Credit Card Controls

‘/Controls around the use of school credit card as per Financial Guideline 27

2025/2026
£ FSSU Financial Guideline 2025/2026
.(J. " Services Unit Community & Comprehensive Schools and
‘/NO debit card allowed Voluntary Secondary Schools

Approval and Procedures for Use of a School Credit Card

(This guideline supersedes guideline 24-2024/2025: Approval and Procedures
for Use of a School Credit Card)

&, FSSU
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https://www.fssu.ie/app/uploads/2026/02/27-26-Financial-Guideline-Approval-and-Procedures-for-Use-of-a-School-Credit-Card-incl-Irish.pdf
https://www.fssu.ie/app/uploads/2026/02/27-26-Financial-Guideline-Approval-and-Procedures-for-Use-of-a-School-Credit-Card-incl-Irish.pdf
https://www.fssu.ie/app/uploads/2026/02/27-26-Financial-Guideline-Approval-and-Procedures-for-Use-of-a-School-Credit-Card-incl-Irish.pdf

Credit Card Controls

All credit card
tfransactions must -— Credit cards must
not be used for
cash withdrawals

Approval must be
obtained before
applying for a
- school credit card

\

be supported by
appropriate
documentation

The credit card
should only be
used for
legitimate school

expenses

Credit card policy
must be in place

The Principal
shouia be ne orly el _The cordand
authorised

be kept secure

‘ - ; 3 ‘ =

cardholder




Purchase Orders

v' A Purchase Order system is a formal process to authorise,
record and control expenditure before goods or services are
ordered.

v' The purchase order system will ensure that all purchases are

recorded on a timely basis and that the purchase is within
budget.



https://www.fssu.ie/app/uploads/2018/08/Purchase-Order-Procedures-rev.pdf
https://www.fssu.ie/app/uploads/2018/08/Purchase-Order-Procedures-rev.pdf

Ensure spending is authorised in advance

\

Prevents overspending as spending is in
PUI’pOS@ Of A ‘ line with the approved budget
Purchase

’ Accountability and transparency of
Order ‘ school funds
System

‘ Segregation of duties

Proper internal controls & procedures



https://www.fssu.ie/post-primary/school-management-info/sample-policy-and-procedures/
https://www.fssu.ie/post-primary/school-management-info/sample-policy-and-procedures/
https://www.fssu.ie/post-primary/school-management-info/sample-policy-and-procedures/
https://www.fssu.ie/post-primary/school-management-info/sample-policy-and-procedures/
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Schools Procurement Unit (SPU)

The Schools Procurement Unit (SPU) is a central procurement support body for
primary and post primary schools

What do they do?
Provide free advice and practical assistance to schools towards achieving better
outcomes from their procurement efforts

How to contact the SPU:

Telephone: .
01 2035899



https://www.spu.ie/contact-us

Office of Government Procurement (OGPﬁ]

The Office of Government Procurement (OGP) is a state body responsible for
arranging central contracts for good and services across the lrish public sector.

How do OGP contracts affect schools?

The OGP works with the SPU to provide centralised procurement for schools,
focusing on compliance, cost savings and efficiency. Key contracts through the
OGP are

Electricity .




PUBLIC PROCUREMENT
THRESHOLDS (JAN 2026)

Thresholds Summary of Procedure
Goods & Services - A minimum of 1 guote/proposal must be scught.
< €5,000 ex war - Select the lowest price/most suitable.
- A minimum of 3 written gquotes/proposals must e sought.
Caods & 5 X - Drow up and issue Request for Quotation/Proposal (RREQ/RFP), including
C0os BrviCEs specifications. fimeframe. and assessment criteria.
€5.,000 ;x(::fsrgg_qq - Use the weighted scoring sheet to evaluate tenders.
. - Motify all tenderers of the outcome of the competition.
- Award the contract.
- Drow up Call for Tender (CFT) documents, including specifications,

Goods & Services

€50,000 - €215,979.99
ex. WAT

Must be published on

Goods & Services
2 €214,000 ex. var

timefrome, and assessrment criteria.
- Publish tender.

- Conduct complionce checks and evaluate tenders against award criteria.

- Motify all tenderers of the outcome of the competition and provide
feedback to those who were unsuccessful.

- Award the controct affer the standstill period has elapsed without a
challenge.

- Drow up Call for Tender (CFT) documents. including specifications,

timeframe, and assessment criteria.
- Publish tender.

M”Sr be pUbI'ShEd on - Conduct compliance checks and evaluoate tenders against award criteria.
- -:lnd u::dverhsed in = - Motify all tenderers of the outcome of the competition and provide
The Oifficial lournal af feedback to those who were unsucc_essful_. )
the EU [OJEL) - Aovrard the contract after the standstil period has elapsed withowut a
challenge.
Services in Annex XV - Draw uop Call for Tender (CFT) documents, including specifications,

[Light Touch Regime)
2 €750,000 ex. var
Must be publlshed -;:nn
l:lnd l::ldverhsed in
The Oificial Journal of
the EU [OJEU)

Waorks
< €200,000 &x. var

timeframe. and assessment criteria.
- Publish tender.

- Conduct complionce checks and evaluate tenders agaoinst award criteria.

- Motify all tenderers of the outcome of the competition and provide
feedback to those who were unsuccessful.

- Award the controct after the standstill period has elapsed without a
challenge.

- Swrithen quotes. See wwhw Erme =

- Cr:mhfr.:ll:Ts Wlﬂ'l eshrnc:fed vc:lue = iﬂuﬂ 'L'Iﬂ ex. \.I"AT musf be ;::-u blished on

- Sl::-l_ln:mg clnd expendlrure approval for all capital projects [non-roufine
spending greater than €5,404,000) are conducted by the Planning &
Building Unit of the Department of Education and Youth

Works Related Services

< €50,000 ex. var

Schools Procurement Unit

- 5 writhen quotes. See www.Co [= ] nent.gov.ie
- Cr:nnfrclcTs wﬂh eshmc:ted vclue 2> €5lJ Dﬂ [ \.FAT r‘nust be publlsh ed on

Secretariat of Secondary SchaolsfJoint Managerial Body
Emmat House, Dundrum Boad, Milltoeyn, Dublin D14 WIKE

T: 01 203 5895
Wi e Sk I

Al PG $TeRRE U

Public
rocuremen

Thresholds
Jan 2026



https://www.fssu.ie/app/uploads/2026/02/Procurement-Thresholds-January-2026.pdf

Purpose and limits of petty cash

l Secure storage and responsibility

Pefty

Cash l Separafion of co(s:kgjsrﬁcelp’rs and pefty

Controls

l Maintain accurate petty cash records

Supporting documentation for expenditure




Budgeting

e Schools must prepare a budget

H(Telol(elile]aNelMelVlele[YM ° Prepared before June
e Cannot budget for a deficit

* Reviewed by finance sub-committee

Approval of budget * Approved by board
e Submit to Patron/Trustee(for VSS) & DEY (for C&Cs)

* Enter budget info accounts system

\Ylelglifelfigle * Monitorincome and expense against budget
monthly
e * Budget t lat
FSSU Training s el

e Training & support

%, FSSU
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Record absences

)

\
\

‘ OLCS requires 3 users

OLCS B
COHTI’O|S ‘ Passwords must be kept secure

‘ Reports presented at BOM meetings
)

Absence reports to each employee

U


https://www.fssu.ie/post-primary/topics/olcs/
https://www.fssu.ie/post-primary/topics/olcs/
https://www.fssu.ie/post-primary/topics/olcs/
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If you have any queries, please call or email us:

Phone: Post Primary (01) 2690677
Email: info@fssu.ie

-
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