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Chapter 1 – Introduction
This chapter includes links to indexes for Phoenix Procedures, Work Instructions and Forms.  It also provides some useful guidance for new users of the PSOF, introducing the functionality utilised throughout the Orders.

Chapter 2 – Organisational Structure and Standard Delegated Authorities



This chapter explains the various groups that comprise the Finance Directorate, and also explains some of the key roles within Finance.  It also covers some of the committees, and external parties relevant to finance.  Finally, a comprehensive list is included of all the standard delegated authorities that apply to HMPS.

Chapter 3 – Accounting Principles and Practices



This chapter details accounting concepts and terminology that apply to HMPS, and provides explanations as to each of them.  This chapter is aimed primarily at finance staff, but may also prove useful to staff that have an element of financial responsibility

Chapter 4 – Risk Management and Control Framework



This chapter introduces the concepts of risk management, and sets out detailed information surrounding the purpose, and completion of the quarterly statement on internal financial control.  Within this chapter is guidance on risks and controls that may be applicable to each specific finance system in operation throughout the Prison Service

Chapter 5 – Losses and Special Payments



This chapter describes the categories of losses and special payments, and the rules associated with each.  Guidance is included on the reporting requirements, and the processes involved.  The limits to individual’s authority are also described.
Chapter 6 – Accounting System



This chapter describes the Phoenix system, specifically the controls associated with gaining access, and amending access to the system.  Guidance on the chart of accounts is also included.
Chapter 7 – Budgetary Control
This chapter sets out in detail the process by which budgets are to managed, and controlled, including the process for delegations and templates for delegation letters. Guidance is contained on income, and expenditure, and on the concepts surrounding budgetary control.

Chapter 8 – Capital Expenditure



This chapter deals specifically with capital, and the process to be followed prior to committing capital expenditure, and how to evaluate capital projects post completion.

Chapter 9 – Payroll



This chapter sets out the controls necessary to ensure staff are paid the correct amount on time.  Guidance is also included on Operation Tornado, and on how to make amendments to the Payroll

Chapter 10 – Banking and Cash Management



This chapter covers all policy associated with cash, and the HMPS bank account.  Details are included on how to ensure cash is properly safeguarded, and also how to manage ad hoc payments that cannot go through AP ledger in the normal fashion.
Chapter 11 – Record to Report



This chapter details mainly with transactions that are accounted for in the General Ledger – such as IUCs, journals, period/ year end and fixed assets.  The policy on all assets is also described within this chapter, such as classifications, categories of fixed assets, and reporting and management requirements. It also explains the responsibilities if staff at the SSC.

Chapter 12 – Expenses and Advances



This chapter deals solely with the policy on reporting on, and controlling advances and expenses – it does not give the policy on entitlement. It also explains the responsibilities if staff at the SSC.


Chapter 13 – Procure to Pay



This chapter covers the controls and checks necessary, from the point of receipt of goods) to ensure payments for goods/ services are made to the right payee, on time and at the agreed amount.  Other mandatory controls, such as separation of duties are also described. It also explains the responsibilities if staff at the SSC.

Chapter 14 – Order to Receipt
This chapter sets out the policy associated with industry sales, either by credit or cash; and the checks associated with ensuring accountability and control.  It also explains the responsibilities if staff at the SSC.
Chapter 15 – Retail Activities


This chapter deals with all non-industry type sales activity, such as VRF, external shops, and in-house activities such as the staff mess.  The chapter describes applicable controls that must be place for each type of activity 

Chapter 16 – Taxation – This chapter is under review
This chapter confirms the controls associated with ensure Tax rules are adhered to, including the information necessary to report to the centre, or record on the system.  The rules are laid out in the Taxation Orders (PSO 7501).

Chapter 17 – Staff Clubs



This chapter describes the rules associated with staff clubs, including the responsibilities of staff involved in the club, and providing guidance on the contracts that must be entered into, and maintained.  The new rules on what is acceptable activity for a staff club are also included.

Chapter 18 – Prisoners’ Finance



This chapter covers the controls that must be in place to ensure prisoners’ monies are properly safeguarded, and accounted for.  Guidance and instructions are included for all stages associated with prisoners’ monies physically arriving at an establishment, and leaving an establishment.
Chapter 19 – Special Funds



This chapter sets out controls associated with the acceptance, and subsequent management of non-voted funds received from external organisations and individuals for specific prisoner related activities.


