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	SOP Text




	
	Responsibility
	Activity

	1.
	Principal Investigator


	Ensure that all expenditure is in line with the College/Trust financial policies and procedures 



	2.
	Joint R&D Office


	Prepare the Monthly/Quarterly/Yearly reconciliation to the General Ledger.  File financial printout in project file and attach reconciliation



	3.
	Joint R&D Office


	To ensure, where applicable, invoices are raised on patient recruitment or visits as agreed in contract



	4.
	Joint R&D Office


	Enter claim amounts on the Budget / Expenditure sheet.  Keep this in file and attach electronic version to database (College)



	5.
	Joint R&D Office


	Check that no individual budget heading is overspent.  If so check funders regulations before Invoicing



	6.
	Joint R&D Office


	Check with Accounts Receivable that all previous Invoices have been paid



	7.
	Joint R&D Office


	Prepare Invoice(College)/ Request Invoice Trust).  Keep copy in working area of file attached to financial and reconciliation printouts



	8.
	Joint R&D Office


	Update claims List (College)/ Update diary (Trust)



	9
	Joint R&D Office


	On payment of invoice ensure that all relevant recharges are made in a timely manner



	10
	Joint R&D Office


	Make sure the Invoice checklist has been completed & signed
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