Freedom of Information Act 2000/Environmental Information Regulations 2004 
re: Finance
Your request for information has now been considered and the Council’s response to your questions is shown below.

You asked:

Expenses

1. What finance system do you use?

Answer:

Unit4 Business World.


2. What system do you use to manage and process your staff's expenses?

Midland HR – i-Trent system provided by MHR Computing.


3. What is the expense process?

Employee electronically submits a claim through Employee Self Service Module of Midland HR – i-Trent system. 

Authorised by a manager after review in Manager Module of Midland HR – i-Trent system.

4. How many expense claims were made in FY21? 

6,591
And what was total value of expense claimed in FY21?

Total value for financial year 2021/22 of expenses claims = £49,305


5. Can you submit expenses remotely? 

Yes.


6. How are you claiming VAT on mileage?

In house.  

Do your staff have to deduct commute from mileage?

Yes, the Council do not pay any home to workplace mileage.

7. What percentage of expense claims are you auditing?

100%. (They are all approved by managers in advance of payments and all claims are accompanied by valid receipts).


8. How many FTEs (full time employees) do you have processing expense claims?

9 FTE employees in payroll – processing expenses is only part of their role.


9. What is the average time to reimburse your staff's expenses?

(Payroll – approx. 2 minutes per claim, which includes claimant input, approval and payment). 

Time to pay could be anything from 4 weeks to 2 days as we only make payments once per month.

10. How are you reporting on expense spend, PSA expense types and scope 3 emissions reporting?

Expenses: Via budget monitoring and corporate accounting.  

Scope 3 carbon emissions are not captured on our mileage claims.    

Invoices


1. What system do you use for managing/processing invoices?

Unit4 Business World.


2. What is your current invoice process for handling supplier invoices, from receipt to when it is posted in the ERP/finance system and ready for payment?

Document scanned using intelligent capture software. 

Verification of data capture. i.e. correct PO characters, unique invoice number etc.

Invoice matched to purchase order where appropriate.

Invoice proceeds to payment once goods have been receipted and there are no queries.

3. How many invoices were processed in FY21?

In financial year 2021/22 = 76,363 invoices. 


4. How many FTEs (full time employees) do you have in your accounts payable team who process invoices?

9 FTE employees.


5. What percentage of invoices were paid late in FY21?

8% which includes supplier late submissions and disputes.


6. Do you use Optical Character Recognition (OCR) to scan invoices?

Yes.


7. Do you have to manually validate the scanned invoices from the OCR capture?

Yes.


8. Do you currently have a PO system or a non-PO system? If you use both types – what is the percentage of PO invoices vs. non-PO invoices?

Use both. Approx. 30% non PO. 70% PO. 

9. Are you claiming VAT on invoices? If so, are you doing this in-house?

Yes. In house. 

10. How are you currently reporting on invoice spend?

Monthly internally. 

Externally; monthly reporting as per DCLG transparency code over £500 payments & annually as per procurement policy note 03/16. 

You may re-use the information under an Open Government Licence.
If you are dissatisfied with the handling of your request, please write, explaining your grounds of appeal, to: 

Internal Review

Information Governance & Risk
Email: info.requests@leicester.gov.uk
