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2 │ Finance Service Catalogue

The intent of the Finance Service Catalogue is to provide guidance on how Finance and the Business work together to 
achieve outcomes that benefit the University as a whole.

This document has been written using simple language as it aims to support conversations and clarify:

➢ The services the business will receive from Finance 

➢ What is required from the business to enable the effective delivery of services from Finance

➢ The appropriate Finance contact point for each service

Finance sees itself as a service provider to Faculties and Divisions, which for the purpose of this document have been 
referred to as “the Business”.
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Support the purchase of goods and services via Purchase Orders, UNSW credit card or reimbursement of expenses paid by an 

employee on behalf of UNSW.  Finance processes compliant expenditure, that is appropriately approved and supported by the correct 

documentation.

• Creation of new suppliers and maintenance of existing suppliers

• Provide training, guidance and support on the UNSW Finance policies and procedures, including financial delegations.

• Processing of travel (including flights, accommodation, hire car, etc.)

• Processing of expense reimbursements

• Processing and reconciliation of credit card transactions

• Provide the ability and support to enable the business to  process spend transactions themselves (e.g. credit card receipts into the 

finance system)

• Review expenses to ensure correct documentation has been provided and approvals have been obtained

• Negotiate contracts for UNSW wide suppliers and monitor performance 

In accordance with published Service Level Agreements 

All UNSW Divisions and Faculties, Departments, Schools and Centres.  

• Perform business-specific checks for expenditure, including reconciling expenses, ensuring the correct project and general ledger 

accounts are used and ensuring appropriate documentation has been provided to support each transaction

• Request a purchase order as a commitment has been entered into

• Approve all purchases (purchase orders, travel, expense reimbursements and credit card transactions),  in accordance with UNSW 

expenditure policies and financial delegations.

• Ensure all expenses are in compliance with UNSW Procurement Policy and procedures, providing required documentation and 

approval of spend and purchasing for research projects must be in compliance with Sponsors’ terms and conditions (“allowable 

expenditure”)

• Ensuring finance delegations for expenditure are current and reviewed twice a year for appropriateness

Finance Operations Strategic Procurement
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• Creating invoices to be billed to customers external to UNSW

• Managing the collection and receipting process for monies received by UNSW

• Maintenance of UNSW customer master list

• Creation of customer invoices and credit notes

• Recording and reconciling money received by the University

• Monitor outstanding receipts to determine when unpaid invoices are escalated to the business for further action

• Perform a customer risk assessment to assess if UNSW should do business with existing or potential customers (not offered at this 

time)

• Processing write-offs

In accordance with published Service Level Agreements

All UNSW Divisions and Faculties, Departments, Schools and Centres.  

• Provide all required information as outlined in the Request for Tax Invoice form 

• Provide guidance regarding who and how to follow up with customers who have not paid their invoice on time
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Finalise the monthly financial result to ensure it is materially correct for inclusion in internal performance and external compliance 

reporting. The financial data will be used to enable analysis, management reporting and decision-making

• Investigate queries for revenue or expenses with a material transaction value

• Process manual adjustments to the monthly financial result

• Monitor the status of payroll adjustments and check employees are charged to the correct project and entity

• Open and close projects and allocate project budget

• Ensure approved entity restructures are reflected in the finance system

• Activities to be completed in line with the published period end calendar 

o Note: The month end process commences on the last Sunday of each month 

• Processing of journals, payroll adjustments and project code changes will occur once required documentation is completed and 

approved.  They will be processed in accordance with the period end calendar.

o Note: Finance will endeavour to process all adjustments in the month they are received, otherwise they will be processed the 

next month

Faculty Executive Directors, Division Heads, General Manager, School Managers, Heads of Schools, Directors, Unit Managers

• Provide approvals for payroll adjustments and changes to projects (open, close and budget allocation) or the centre structure in

accordance with the month end timetable. Specific timings will be communicated by Finance at the previous results meeting.

• Inform Finance of any unbudgeted revenue or expenses during the monthly Finance meeting

• Provide business approval for the transfer of costs or revenue to or from a business outside of your direct business area

• Request and approve adjustments to the financial result

Business InsightsFinance Operations
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Research Finance

• Support the financial management of research projects, including processing transactions, allocating expenses and assisting  with invoicing and 

purchase orders) and providing reports and support to researchers

• Open and set-up research projects in NSF, including allocation of project budgets, in accordance with the Budget Release Confirmation (“BRC”) 

document

• Process approved changes to research projects in NSF (amend project budgets, account for indirect cost recoveries and close projects)

• Process manual adjustments against research projects

• Assist with invoicing and purchase orders relating to the collection and distribution of research funds

• Provide exception reporting on project expenses to Chief Investigators and School Managers so they can manage compliance with allowable 

expenditure

• Provide support, analysis and specialist research accounting related advice to the Business (e.g. complete calculations and forecasting activities)

• Support Chief Investigators with project reporting to enable them to effectively manage their research funds (budgets) and monitor deficits or surpluses

As per service level agreements

• Chief Investigators (“CI’s”) and Researchers

• School Managers & administrative staff

• Chief Investigators (and any nominated financial delegate) to review and ensure compliance with grant / fund sponsors spend conditions and UNSW 

expense policies

• Chief Investigators (or a nominee with financial delegation) are required to approve spend of Research funds 

• As budget owners, Chief Investigators are required to review their research project financial reports, monitor balances and ensure allocated budgets 

are not exceeded

• Research Grants & Contracts ensure complete and accurate details are maintained within InfoEd and included in the associated notifications (e.g. 

project opening requests, budget release confirmation, invoicing alerts, project closure requests, etc.) 

• RGC to inform Chief Investigators when project codes have been created and ready for use, or when they have been closed (“inactive”)

• RGC to confirm UNSW’s interpretation of research grant / fund sponsors spend conditions (i.e. what is considered “allowable spend”)
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School, Centre, Unit and Project Owner

• Monthly face to face meeting to discuss the performance of the business.  The meetings will discuss both financial and non-financial 

information to provide insight into the performance of the business and any actions required to achieve the full year budget / forecast.

Faculties and Divisions

• Provide a monthly business performance report with insightful commentary to understand the business result.  The report will be followed 

up by a meeting to discuss the report and to highlight potential risks and opportunities that may impact on the business.

School, Centre, Unit and Project Owner

• Provision of online reporting informs a monthly discussion. The reporting includes all fund types (operating, confederated, and restricted) 

and covers both financial and non-financial information. The monthly discussions will focus on providing insights that are actionable or 

highlight an emerging risk / opportunity.

Faculties and Divisions

• A monthly report will be produced that includes financial and non-financial information on the performance of the business

• Faculty / Division report to be emailed as per the published period end calendar

• Meetings to be held with the Business on a monthly basis (where required)

Faculty Executive Directors, Division Heads, General Manager, School Managers, Heads of Schools, Directors, Unit Managers

• Attend monthly meetings with Finance to review the business performance and agree on action for both the business and finance to

deliver

• Provide feedback to Finance on issues or concerns with the business

Business Insights
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• Facilitate the completion of the annual budgets for each School, Department and Centre. These budgets roll up to the total Faculty 

and Division budgets and are loaded into the finance systems to enable monthly performance reporting (e.g. measure variance 

against budgets).

• The Faculty and Division budgets are reconciled to the Budget Letters

• Setting and agreeing assumptions to be used in the creation of budgets

• Creating and communicating the budget process and timetable

• Provision of budget letters to each Faulty and Division

• Allocation of the Faculty / Division budget to Schools, Departments and Centres

• Loading the budget into the finance systems to enable reporting

• Timetable is set annually and communicated by Finance

• The process and detailed task list are updated based on feedback after the annual budget process. This is communicated prior to 

the commencement of the budget.

Faculty Executive Directors, Division Heads, General Manager, School Managers, Heads of Schools, Directors, Unit Managers

• Approve the Faculty / Division specific assumptions (e.g. student load projections or a change in volume, price or complexity of a 

product or service)

• Approve the budget allocation to Schools, Departments and Centres in accordance with the timetable or as agreed with the local 

Finance team

• Participate in the budget process to ensure the budget reflects the business’ goals and objectives

• Respond to the Budget Letter in accordance with instructions

Business Insights
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Faculties and Divisions

• Facilitate the completion of a forecast for inclusion in the UNSW Group forecast.  The forecast will be updated each semester and will 

cover the current year plus the following two years.      

School / Centre or Unit

• Complete a full year review of the current financial year plans and align these in the finance systems.  This will be performed monthly 

and uploaded into the finance systems to enable reporting as required.

Faculties and Divisions

• Setting and agreeing assumptions to be used in the forecast

• Creating and communicating the forecast process and timetable

• Facilitating the completion of the Faculty / Division forecast

• Loading the forecast into the finance systems to enable reporting

School / Centre or Unit

• Monthly review of the allocation of revenue and expenses to reflect the expected business performance plans within the total Faulty / 

Divisional forecast.

As per the group timetable

Faculty Executive Directors, Division Heads, General Manager, School Managers, Heads of Schools, Directors, Unit Managers

• Approve assumptions for input into the forecast process (e.g. student load projections)

• Participate in the forecast process to ensure the forecast reflects the business’ performance and revised goals and objectives 

• Evaluate the impact of all opportunities and risks included in the forecast

• Approve the forecast at the Faculty / Division for consolidation into the Group forecast

Business Insights
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• Provide financial support, insight, guidance and recommendations to enable decision making. The analysis and advice focuses on creating 

value to the business or managing risks and taking opportunities.

• Provide strategic advice and support to assist in the long-term performance, planning and management of the business

The analysis and advice should:

• Support the business strategy delivery

• Improve the understanding of the business or lead to an increase in value creation

• Contextualise the business results and analysis within UNSW

• Support the implementation of S25 to the business

• Interpret and clarify finance concepts and policies

• Provide advice and explain the impact of controls and tax, including Goods and Service Tax (GST) and Fringe Benefits Tax (FBT)

• Be supported by financial modelling

As agreed between the business and Finance.

Faculty Executive Directors, Division Heads, General Manager, School Managers, Heads of Schools, Directors, Unit Managers

• Notify Finance of any issues that may impact on business performance and outcomes

• Participate in the analysis and review of the advice and agree on actions for both the business and Finance to deliver
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• Complete financial statements and acquittals for external Research fund providers (government and non-government)

• Facilitate and submit the Higher Education Research Data Collection (HERDC) return to Department to Education and Training

• Provision of timely and accurate financial statements and acquittals to external research fund providers including government bodies 

(ARC, NHMRC, etc.) and non-government organisations (Research contracts).

• Periodically perform ‘after the fact’ checks that expenditure is compliant with research funding rules (i.e. allowable expenditure). If a 

clarification regarding “allowable spend” rules is required, contact RGC to confirm the UNSW determination.

• Preparation and delivery of the Higher Education Research Data Collection (HERDC) submission regarding research income 

reporting to the Department of Education and Training, per stipulated timeframes, ensuring compliance to HERDC specifications.

In accordance with timeframes specified by the external stakeholders

• Chancellor and Vice-Chancellor (President)

• Deans and Faculty Executive Directors

• Division of Research, including DVC-Research and Research Grants and Contracts (RGC) 

• Chief Investigators  

• As budget owners, Chief Investigators are expected to review their research project financial reports, monitor balances and ensure 

allocated budgets are not exceeded. CI’s have responsibility to review transactions and request Research Finance to process any 

required adjustments.

• Chief Investigators (and any nominated financial delegate) to review and ensure compliance with grant / fund sponsors spend 

conditions and UNSW Finance policies

• Where a determination is required, RGC to confirm UNSW’s interpretation of research grant / fund sponsors spend conditions (i.e.

what is considered “allowable spend”)

• Chief Investigators review Financial Statements and Acquittals prior to submission to fund providers

• RGC to submit/lodge all Financial Statements and Acquittals to fund providers (except NHMRC, which will be submitted by Research

Finance)

• DVCR to review and provide feedback on draft HERDC returns and endorse the finalised HERDC return

• Vice Chancellor to review and provide feedback / approve the finalised HERDC return

Research Finance
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• Reconcile credit cards and create Purchase 
Orders

• Process standard accruals in NS Financials
• Facilitate FSD processing
• Business to approve adjustments as required

• Finance Business Partner (FBP) 
to review results in Calumo
with MRA Team Leader

Pre-month Preparation

MRA to upload revised full year 
forecast into Calumo at the School 
level on a monthly basis

Review Results

• Process changes to entity, project 
codes, etc. 

Process account 
maintenance

• Refer to Step 1 and start again

Pre-month Preparation

Engage with School to 
discuss performance

• MRA to update full year forecast
• MRA to consolidate full year forecast at 

the Faculty level and reconcile to 
approved budget

Reforecast full year result

Note: Finance 

processes ad hoc 

adjustments and 

project maintenance 

throughout the month 

(unscheduled activity)

• MRA TL to review 
results, commentary, 
actions with FBP and 
draft faculty report

• Provide analysis as 
required

Finance Meeting to 
Prepare for business 

engagement 

FBP to finalise Faculty / Division 
report and send to FED and HOS. 

Finalise Faculty / 
Division Reporting 

• Engage with the School Manager and go 
through results online, highlighting key 
performance items

• The School Manager with MRA agree on 
actions and the revised full year forecast

• School Manager to notify of any issues that 
may impact business performance and 
outcomes

School Manager to request 
adjustments to results (as required) 
based on any issues that may impact 
business performance and outcomes.

Request Adjustments to Results

MRA and RF  finalise results and prepare 
commentary for meeting with business

Finalise and Prepare Results for 
School Engagement

• Finance to perform 
specialist analysis as 
agreed with the School 
Manager

• Specialist analysis can 
also be undertaken to 
support Strategy 2025 
drivers

Analyse data and prepare 
recommendations

Engage with business to 
present analysis and findings 

• Discuss findings with School Manager 
• Assess the impacts on business performance
• Agree on next steps

Update forecast in system

3. Record and Finalise 

the Financial Results

5. Discuss the 

performance of the 

business

7. Facilitate the 

completion of Forecasts

8. Provide analysis and 

advice to improve 

business outcomes
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• Reconcile credit cards and create Purchase 
Orders

• Process standard accruals in NS Financials
• Facilitate FSD processing
• Business to approve adjustments as required

• Finance Business Partner (FBP) 
to review results in Calumo
with MRA Team Leader

Pre-month Preparation

MRA to upload revised full year 
forecast into Calumo at the cost centre 
level on a monthly basis

Review Results

• Process changes to entity, project 
codes, etc. 

Process account 
maintenance

• Refer to Step 1 and start again

Pre-month Preparation

Engage with Division to 
discuss performance

• MRA to update full year forecast
• MRA to consolidate full year forecast at 

the Divisional level and reconcile to 
approved budget

Reforecast full year result

Note: Finance 

processes ad hoc 

adjustments and 

project maintenance 

throughout the month 

(unscheduled activity)

• MRA TL to review 
results, commentary, 
actions with FBP and 
draft faculty report

• Provide analysis as 
required

Finance Meeting to 
Prepare for business 

engagement 

FBP to finalise Faculty / Division 
report and send to Divisional GM

Finalise Division 
Reporting 

• Engage with the Divisions and go through 
results online, highlighting key performance 
items

• The Divisions, with MRA agree on actions 
and the revised full year forecast

• Divisions to notify of any issues that may 
impact business performance and outcomes

Divisions request adjustments to 
results (as required) based on any 
issues that may impact business 
performance and outcomes.

Request Adjustments to Results

MRA and RF  finalise results and prepare 
commentary for meeting with business

Finalise and Prepare Results for 
Division Engagement

• Finance to perform 
specialist analysis as 
agreed with the 
Division

• Specialist analysis can 
also be undertaken to 
support Strategy 2025 
drivers

Analyse data and prepare 
recommendations

Engage with business to 
present analysis and findings 

• Discuss findings with Divisions
• Assess the impacts on business performance
• Agree on next steps

Update forecast in system

3. Record and Finalise 

the Financial Results

5. Discuss the 

performance of the 

business

7. Facilitate the 

completion of Forecasts

8. Provide analysis and 

advice to improve 

business outcomes



Prior to committing funds the Researcher 
confirms the following: 
o Sufficient project budget
o A completed & signed checklist form
o A compliance check with UNSW expense 

policy and sponsor conditions
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Accounting Support Team:
• Set-up research project code in 

NSF
• Enter project Budget in NSF
• Invoice Sponsor for payment of 

research funds

• RGC inform CI once project has been 
set up in NSF

• CI can nominate team members to 
have financial delegation

• Research activities commence

UNSW bid to conduct research 
• Submit a proposal to perform 

research
• Win tender and provided with 

research contract (includes 
"allowable spend" terms and 
conditions)

• Enter contract details into InfoEd

FST will provide support to 
Researchers including:
o Purchase Orders
o Expense Reimbursements
o Travel bookings
o Credit Card reconciliations

MRA:
During the month, Finance will 
provide ongoing support (e.g. 
scenario analysis and forecasting) 
and advice to Researchers and RGC 
regarding Research projects

Chief Investigator or nominated approver 
with financial delegation reviews and 
approves use of Research funds

Note: Use of Research funds must be in 
compliance with Sponsors’ terms and 
conditions, and UNSW Finance policies

MRA:
• At the end of each month, MRA reviews 

project expenses against budget and 
investigates any project deficit.

• Finance may identify transactions which are 
non-compliant and they will contact the CI to 
discuss next steps and process an adjustment 
(ie journal)

RGC will ensure all reporting 
obligations or changes to Research 
fund providers are accurately 
maintained in InfoEd

Research Finance:
• Review reporting obligation pipeline 

in Reporting Workflow System
• Prepare Financial Statements and 

Acquittals to Research fund 
providers

• Perform quality assurance check 
(qualified accountant review) to 
ensure the financial statements are a 
true and fair representation and 
meets Australian Accounting 
Standards

• Send draft financial statements to 
Chief Investigators for review

• Chief Investigator reviews draft 
Financial Statement / Acquittal and 
confirms if the statements are correct

• If required, the Chief Investigator may 
request support from Finance to 
provide clarity or help explain the 
financial statements

Research Finance: 
• Send completed financial statements 

to RGC for submission

Note: Research Finance submits 
Financial statements / Acquittals 
directly to ARC and NHMRC

• RGC performs a final review of the Financial 
Statement / Acquittal to ensure accuracy and 
compliance per Research fund sponsors’ terms and 
conditions

• RGC checks and confirms treatment of unspent 
research funds

• RGC submits Financial statements / Acquittals of 
contracts and competitive grants to fund sponsors

Research Finance & MRA
• Perform project closure 

activities including clear 
balance sheet and 
commitments and processing 
any surplus or deficit funds



18

UNSW bid to conduct research 
• Submit a proposal to perform 

research
• Win tender and provided with 

research contract (includes 
"allowable spend" terms and 
conditions)

• Enter contract details into InfoEd

• Set-up research project code 
in Finance system 

• Enter project Budget 
(including allocations to 
collaborating institutions)

• Invoice sponsor for research 
funds 

• UNSW receives research funds

• Chief Investigator provided 
project code from RGC

• Chief Investigator can nominate 
a team member(s) to have 
financial delegation to approve 
requests for spend of research 
funds (approval of spend must 
be compliant with sponsors 
terms & conditions)

PURCHASING
• Researcher wants to purchase 

equipment – they follow the 
purchasing requirements 

• Researcher provides all required 
details (supporting 
documentation) & requests FST 
create a Purchase Order (PO) 

• Upon receiving the PO, 
Researcher orders 
equipment, providing the 
PO number to supplier to 
include on their invoice to 
enable 3-way matching

• FST review PO request and 
supporting documentation

• FST raise PO request and send 
to Chief Investigator (or other 
nominated approver with 
financial delegation) to 
approve

• Following approval in the 
Finance System (NSF), FST 
create a Purchase Order and 
send PO details to the 
requesting researcher 

• At the end of each month, 
Research Accountant reviews 
all transactions against the 
project code to ensure 
compliance with “allowable 
spend” terms and conditions

• Chief Investigator or nominated 
approver with financial 
delegation approves PO request 
in NSF

• Chief Investigator (or other 
nominated approver with financial 
delegation) reviews credit card 
transactions and approves 
reconciled credit card in NSF

• Research finance perform a compliance 
review of the spend

• FST review credit card statement 
and receipts, verifying transactions 
and performs reconciliation

• FST submits for approval

EXPENSE REIMBURSEMENT
• Researcher pays for expenses using their own money
• Researcher -
(i) submits an online expense reimbursement claim via 
myUNSW Finance portal; OR 
(ii) completes an Expense Reimbursement Form (ER1) and 
sends to FST, providing scanned copies of their receipts

CREDIT CARD
• Researcher pays for expenses (<$3k) 

during month using a UNSW credit card
• At the beginning of the next month, 

Researcher collects all receipts and 
submits credit card reconciliation 
request to FST or submits using online 
forms

• FST review expense 
reimbursement claim and 
receipts and verifies 
transactions

• FST processes in the Finance 
System (NSF) and submits for 
approval

• Chief Investigator (or other 
nominated approver with 
financial delegation) reviews 
transactions and approves 
expense reimbursements.

• Research finance perform a 
compliance review of the spend 
and approves in the finance 
system NSF
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• Lab Manager is the buyer and needs a 
Chest Freezer -80 degrees Celsius

• Goes to Finance’s website to, ‘Discover 
how to buy’ to find supplier

• Lab Manager selects ‘Laboratory cooling equipment’ 
in Finance’s website to find a suitable supplier

• Six suppliers are available in the ‘Panel: UNSW Cold 
Storage Panel’ section

• Lab Manager downloads spreadsheet to investigate 
and compare all the prices, lead time, and freezer 
size/dimensions available with the UNSW Panel 
Suppliers.  The freezer will cost less than $50K AUD

Find supplier on Finance’s website

• Lab Manager has decided and looks at the 
Finance’s Direct Purchase  instructions to 
understand next steps

• A written quote is required from selected 
supplier VWR because:

o They are a Panel Suppler
o The freezer is over $3K and under $50K

• A system notification will be 
generated to the Financial Delegate 
to approve the Purchase Order in NS 
Financials

• The approval must be done in order 
to proceed with the purchase

Delegate receives email to 

approve Purchase Order

School of Chemistry needs a new 

-80 degrees Celsius Chest Freezer
Assess options and select the most 

suitable supplier to get quote A written quote is created

• Panel Supplier, VWR must provide written quote
• Remember – All written quotes require:
o Description of the goods, services
o Quantity
o Total cost including delivery, installation, etc.
o Lead time / estimated delivery date

• Once the Lab Manager receives a 
quote from VWR, they must complete 
the  purchase requisition form

• Remember - The purchase request 
must include:

o Name of the person the goods 
and/or are services for

o Description of the goods and/or 
service

o Date required
o Business entity 
o Supply address
o Quotes, prices, product details, 

requirements + specifications, 
business cases, contracts, business 
approval, justifications where 
relevant. 

o Chart field information (Dept ID, 
Fund; Project)

Purchase Requisition created

Purchase Order created in 

NS Financials

• Once FST receive the correctly 
completed and approved  purchase 
requisition and the quote, a team 
member will raise a purchase order in 
NS Financials. 

Delegate approves 

Purchase Requisition 

• Prior to submitting the purchase 
requisition to the Finance Services 
Team, the Lab Manager needs approval 
for the purchase.  A person, different to 
the requester  with authority to spend 
from that funding source must sign and 
date the form.

• Once approved, FST will send a 
Purchase Order to VWR, with a copy 
to the Lab manager,  giving them 
permission to supply the freezer

Supplier receives confirmation 

to proceed

• Two weeks later, the  
freezer is delivered to 
UNSW and the Lab 
Manager checks the 
purchase to ensure it is 
the correct make/model

• If the lab manager is 
satisfied they sign for it

Freezer is Delivered

Receipt Raised

• The Lab Manager requests FST to receipt the goods in NS 
Financials.  A receipt is entered by recording the following:

o Quantity received of supplied items
o Asset location
o Asset Administrator, serial number, tag number, 

manufacturer name
• FST or school will supply an asset barcode tag which is 

required to be attached to the asset

Supplier submits invoice  

• The supplier submits an invoice to Accounts Payable 
• If the supplier submits the invoice to the Lab Manager, it 

should be checked for accuracy prior to them submitting it to 
Accounts Payable

Payment of Invoice

• When there is an approved Purchase Order and 
Goods Receipt, the invoice will be automatically 
managed for payment by Accounts Payable

• Before payment is made, a three-way matching 
process is run in NS Financials.  This will 
compare the values of the Purchase Order, 
Receipt and Invoice

1.Provide support with 

buying goods and 

services

UNSW Panel Suppliers 
are multiple suppliers 
appointed to a panel  for 
similar products and 
services with capped 
rates and pre-agreed 
terms and conditions.


