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Things to do in preparation for the Year End:-

Leases

All schools should make sure that their Leases are updated on Solero 

CI03
Private Capital Income

For non-VA schools the code 750900 CI03 should only be used after consultation with School Funding Unit. 
If you have already used 750900 can you please email School Funding Unit stating the amount and the source of the income.     csf.sfu@hertscc.gov.uk

I07

Sports Partnership Income 
The hub school should receive this income on 742002 I07
The hub school should pay to other schools as a reduction in income (I/C) to 742005 I07
The satellite school should receive this grant on 742005 I07
GTP – Graduate Teacher Programme 
The income should be posted to 742004 and not 742001

If any GTP income has been incorrectly posted to 742001 this should be corrected before the year end.

I08

Any income from other schools for supply cover should be posted to 720801 I08
Income from other Authorities for a service your school is providing i.e. SIP should be posted to 723501 I08
The inter school transfer code 720801 I08 should only be used on HCC school transfers. 

Other Authority / non maintained schools / academy income should be treated as external to Hertfordshire.

I12

School Journeys

When accruing for school journeys it is important that only accruals for journeys taking place after 1 April 2011 are carried forward.

Schools should not net off the income and expenditure. 

· The income should be posted as a Receipts in Advance for income received for a journey that takes place in 2011/12
· The expenditure should be posted as a Prepayment for any payments or deposits paid for a journey that takes place in 2011/12
Inter-school Transactions
· No inter-school transfers of money should be made after 18th February between Primary /Special/Nursery schools and ESCs.
· If you are a Secondary school you should not be transacting with  Primary /Special/Nursery schools and ESCs  after 18th February, and your school should not be transacting with any other Hertfordshire maintained Secondary  school after 18th March.
Writing back old cheques

Please write back any old cheques that are on your system

VAT 
A large number of duplicate VAT claims have been submitted and paid
This could be prevented by doing a full system reconciliation every month, as this will highlight any problems that have occurred during that month. 
There is new system reconciliation available on the grid:
http://www.thegrid.org.uk/info/traded/financial/documents/RMReconcile.xls
School name and number
Your school name and number should be on all reports. The school’s 3 digit number should be used and not the DCSF number. System Manager>Organisation Details
Receiving Central Billing and Payroll Reports
If you are not receiving these reports by email, please contact: sap.support@hertscc.gov.uk
Mark it for the attention of the Technical Team
Helpline Dates

The helpline will be closed on Monday 28th February 2011 for Team Training.
From 7th March until 8th April the Helpline will be open from 8:30 – 18:00 
If you are unsure of any of the above procedures please contact the

Helpline ( 01992 555713 Option 2
Or

email (  : keys.fsshelpdesk@hertscc.gov.uk
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