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Financial assurance framework
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Aims of Self-Assurance
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Roles in Self-Assurance

* Coordinator — administrative lead for financial administration;
usually the Head of Administration and Finance (set up)

» Additional Completers — managed by the Coordinator within
Qualtrics

« Approver — accountable for financial administration; usually the
Head of Department, Faculty Board Chair or equivalent (set up)

* New! Reviewer (optional) — departments can add an additional
pre-approval review step by adding a reviewer in Qualtrics
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Accessing the return

* On go live, Coordinators will receive an email with a link to
Qualtrics and a unique code

» Additional Completers will receive an email with the link and
unigue code when added.

 Login:
— Log in with your SSO

— Use the unique code in your email to access your
department’s return

Recommendation: keep you code easily accessible
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Log In

Departmental Financial Self-Assurance OXFORD

Enter your Oxford ID :

Click To Authenticate
423

Departmental Financial Self-Assurance OXFORD

Please enter the password to access the form:

Click To Authenticate
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Completing the return

1. Managing financial
administration

2. Managing access to

financial systems

1. Managing financial administration
A. Context

3. Payments to individuals
4. Purchase to pay

5. Research

Overview of how financial activity is managed in your department. Please
edit if relevant.

6. Income

7. Other

8. Final questions

9. Year-end Checklist and
Compliance
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Completing the return

Fach section includes:

1) Communication of good practice:
» An overview of the key process elements and controls.
* If relevant, new areas are highlighted.
* Links are embedded.

2) Questions

Note:. the return can be kept as a reference document and used at any time of
year.
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Completing the return

1. Managing financial
administration

2. Managing access to
financial systems

B. Regulations, p s and policies

3. Payments to individuals

4. purchase to pay Hide Text

5. Research
B. Income To underpin a good system of internal control, the University has a responsibility to
establish and communicate clear guidance on managing financial activity. Financial

7. Other
administration is governed by the Financial Regulations, financial processes and other

8. Final questions .. N : . . . . .

key policies underpinning financial (and other) activity and ethical decision-making,

9. Year-end Checklist and . : .
including:

Compliance

0. Review and Submit * Statement of policy and procedure on conflict of interest

¢ Anti-Bribery Policy and Anti-Fraud Policy

» Gifts and Hospitality Policy

e Public interest disclosure (whistle-blowing)_code of practice
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Completing the return

(1]12] 15 [14]15 | 16] 16017 18] 19 [0 [ | vi2 | 15 [1a] v 16 |17
administration

2. Managing access to

financial systems B. Regulations, processes and policies

3. Payments to individuals

4. Purchase to pay Show Text

5. Research

8. Income 1.2* How do you ensure that members of the department are aware of
7. Other their responsibilities as set out in the Financial Regulations, financial
8. Final questions processes and other policies? Please select to all that apply.

9. Year-end Checklist and
Compliance

(J Included in job descriptions

0. Review and Submit (] pbiscussed in induction

[ Included in departmental handbook/intranet
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Completing the return

1.9*% Do you include fraud risk in your departmental risk assessment?

Yes

No

1.9a Please comment

, 4 ,
Previous Save and move to next section

Powered by Qualtrics 3

Save action required: To save you must click ‘Save and move to
next section’



Finance Division

UNIVERSITY OF

OXFORD

Submission and approval

. Managing financia
administration

jing access to
financial systems

3. Payments to individuals
4. Purchase to pay
5. Research

ncome

@

7. Other
8. Final questions

9. Year-end Checklist and

Compliance

10. Review and Submit

Departmental Financial Self-Assurance

1. Managing financial administration
A. Context

Overview of how financial activity is managed in your department. Please edit if
relevant
Answer -

Structural considerations affecting financial administration (e,g. research portfolio, split
site, research centres, sources of funding, complex transactions, spin outs, remote
working). Please edit if relevant.
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Submission and approval

8.7 The exercise was useful.
Answer -

8.7a How could this be improved?
Answer -

8.8 Financial Assurance has tried to share feedback and findings as widely as possible
via overview presentations and departmental visits. Please comment on anything you
would like done differently.

Answer -

8.9 Please provide any final comments you would like to make.
Answer -

Powered by Qualtrics (3
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Timetable

July 2023:

— Please let us know of any updates to your HAFs/HoDs to - coordinators and approvers are
named in the return — email financial.assurance@admin.ox.ac.uk

August 2023:

Coordinators receive an email with a link and unique code when the return opens
— Coordinators can set up additional completers
— Completion of the return — can be used as communication tool in the team
— Liaise with head of department around approval
— PDF of prior year return can be requested from financial.assurance@admin.ox.ac.uk

2 October 2023: deadline for submitted and approved returns
— Submission
— Optional review step
— Approval


mailto:financial.assurance@admin.ox.ac.uk
mailto:financial.assurance@admin.ox.ac.uk
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What happens next

Financial Assurance activity:

 Analysis of returns
— Reporting to Audit and Scrutiny Committee

— Reporting to Process Oversight Groups and colleagues in the Financial
Division

* Development of annual priorities drawing on:
— Self-assurance analysis
— Data analysis
— Internal, external and research audit reports

 Sharing feedback and priorities with departments through:
— Divisional presentations
— Annual programme of departmental visits
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Updates to purchasing processes
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Updates to purchasing processes

1. Updated contract value guidance
2. Updated thresholds

3. New formal quotation process:
— Invitation to quote form
— Quotation evaluation form
— Single quote justification form

4. New guidance on dealing with non-standard
terms and conditions
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Calculating the contract value determines which purchasing process to

» Use total cost over actual contract length (or 36 months if unsure)
* Include all ongoing costs and options e.g. maintenance costs

* Use price excluding VAT

* Group single and multiple items logically, e.g. value of all
beakers/flasks, not individual beakers/flasks

* Do not artificially disaggregate items to avoid using the correct
process, e.g. splitting into more than one order
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2. Updated thresholds

New thresholds for non-preferred suppliers from 1 Aug 2023

 Below EZ,SOO Confirm the Price ‘

* Between £2,500 - £25,000 Two Written Quotes |

Formal Request for Quote

* Between £25;OOO - £1251000 Three Written Quotes

e Over £125,000 Purchasing Department

Led Tender
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3. New formal quotation process

New Request for Quote Process (£25k - £125k)

Department issues to
suppliers:

: Department

Receives completes

1. New request for » quotes: target .
quote form minimum of quotation
evaluation

three
e L form
2. Specification

Single quotation justification form
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4. Referral of non-standard terms

Negotiate Refer any ‘high

Seek to secure amendments to risk’ terms to
University T&Cs supplier terms to Purchasing
If not manage risk Department

possible

If “high risk’ terms remain
(either in supplier or
negotiated University T&Cs)

e List of higher risk terms requiring review e.g. processing sensitive
personal data, TUPE implications

* Further training available



//\\ UNIVERSITY OF

Finance Division % OXFORD

Updates to purchasing processes

Actions:

Agree your approach to recording dispensations from
competition for purchases between £2.5k and £25k

Please communicate details of the changes across
your department ( available)

Check for further information and How-Tos



https://finance.web.ox.ac.uk/purchasing/thresholdsupdate
https://finance.web.ox.ac.uk/purchasing/thresholdsupdate
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Using eExpenses
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Key developments

* Audit rules updated
* New dropdowns to replace tick boxes
 Allow approver to amend expense type

Forthcoming:
» User interface update
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Adding receipts: three options

Option 1

* Add individual receipts using the Add Receipt window within a
claim.

» Receipts can be dragged and dropped into the window or uploaded
from your folder structure using the Add Receipt button.

e Best for small claims. -




(e UNIVERSITY OF

Finance Division

Adding receipts: three options

Option 2

o Bulk upload receipts in the desk top interface using the Upload
New Receipt window at the bottom of the Manage Expenses
page.

e Receipts can be dragged and dropped into the window or uploaded
from your folder structure by selecting Upload New Receipt.

e This puts receipts into a ‘pending pile’, which can be seen on the
claimant’s Manage Expenses page and accessed from within a
claim. As a receipt is attached to a claim, it is removed from the
‘pending pile’.

e This can save a lot of time for claims with lots of receipts.
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Adding receipts: three options

Option 3
e Using ExpenselT in the mobile app to take a photo of your receipt
or select an existing photo from your camera’s gallery.

e Receipts can be uploaded via the app, and either managed within
the app or the desktop interface.

e The app autocompletes a number of fields, to make making a claim
easier.

e Receipts can be seen on the claimant’s Manage Expenses page,
and moved in bulk to expense claims saving lots of time for claims
with lots of receipts.
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Je Expenses

Manage Expenses

CLAIM LIBRARY @ ver (cwecmms v ][ © create New clam
NZ conference Oct 2022 (1] Test 2 (1) Big test
22/1112022 1/11/2022 00/11/2022
£4,156.74 £133.00 £169.19 |
Not Submitted Not Submitted Not Submitted
s
1
4
4
7
1
AVAILABLE EXPENSES View:  All Expenses v |
2
8
2
(] Receipt Payment Type T Expense Source Tl Expense Type 1l Supplier Details Tl Date = Amount T E
4
Cash Mobile Entry Car Hire Fgt 25/04/2023 £0.20
Cash Expenselt Staff Subsistence: Breakfast Hotel Chocolator B 231172022 £28.00
Oxford, UNITED KINGDOM
Cash Expenselt Staff Subsistence: Breakfast British Cocoa Grower 111112022 £28.00
Oxford, UNITED KINGDOM
© Enable Expense Assistant and these expenses will be placed in a claim for you. Learn More
AVAILABLE RECEIPTS @ Upload New Receipt
Drag and drop files to upload a new receipt. Valid file types for upload are png, .jpg, .jpeg, .pdf, tif or _tiff.
IMG-5744.jpg ai

Uploaded: 11/11/2022 18:41
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Add Expense

3] +

Available Expenses eate New Expense

Payme... 1l  Expens...T.  Expens...Tl N Date = Amount L
Cash Mobile Entry Car Hire 25/04/2023

Hotel
Staff Chocolat or B
Expenselt Subsistence: Oxford, 23/11/2022
Breakfast UNITED
KINGDOM

British Cocoa
aff Grower
Expenselt Subsistence: Oxford, 11/11/2022
Breakfast UNITED

Close
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Good practice points

* All expenses must be in line with the expenses
principles

 Every claim should be self-contained so a third
party can understand it
* Add a meaningful business purpose:

— header level business purpose defaults to the line
item where it can be amended

— Business purpose is imported to Oracle

 Evidence of purchase should be added and
checked by the approver

* Add enough comments to make sense
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Key developments

* Process for sending payments
documentation to the Payment Team

* Review of the Purchasing Hierarchy
* Invoice automation project

* Improving Pl reports
» Updates to User Access Dashboard
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Top tips

* Use the tools available:
— Projects Actions Tool
— Analysis and Actions Tool
— Month-End Dashboard
— User Access Dashboard
— Expenses Dashboard
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Help and support

Financial Assurance:
financial.assurance@admin.ox.ac.uk

Finance Process Oversight Groups:
finance.pogs@admin.ox.ac.uk

Counter-Fraud
counterfraud@admin.ox.ac.uk
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