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	                                       CHECKLIST                 (

	Capital Return due 21st March 2011       (Bulletin 165)
	

	All period 11 transactions entered
	
	

	Delete obsolete orders
	
	

	Mapped any codes in CFR 
	
	

	Write back old cheques
	
	

	Reconcile School bank as at 28th February 11
	
	

	Virements/Allocations & Internal charges
	
	

	System Reconciliation 
	
	

	Print monthly reports
	
	

	Monthly backup
	
	

	Check VAT Return – check for missing VAT numbers – check amount o/s

	Run Period End (   NOW IN PERIOD 12  (
	
	

	Enter cheques written to date
	
	

	March Central Billing if available, if not, creditors/debtors
	
	

	March Payroll if available, if not,  creditors
	
	

	Dealing with Capital
	
	

	Enter – creditors, debtors, receipts in advance & prepayments
	
	

	After Accruals - Amend Report Setup, Date 31st March 11
	
	

	After Accruals - Print reports
	
	

	(**DO NOT reconcile the SCHOOL BANK in period 12**(

	You MUST Reconcile the  Petty cash bank
	
	

	Make sure there are no batches left on the system
	
	

	LMSFR3 - to screen to check Line 45
	
	

	In Report Setup enter breakdown of balances into B01 – B06
	
	

	Make a note of LMSFR4 information
	
	

	Check all LMSFR reports – this could be done on the screen
	
	

	CFR
	
	

	Import Data
	
	

	Validate data
	
	

	Check  Balances - Revenue / Capital / Community Focussed
	
	

	B01 - B06  These figures Must be the same as LMSFR4 
HANDS OFF THOSE  PADLOCKS!!

	LMSFR4/CFR and Capital Return agree - produce the Interim CFR Return
	
	

	If there are any differences,  and changes are made to RM Finance you MUST Re-Import your data to CFR and Validate again

	Print all reports for internal use only (to be signed and retained in school)

	LMSFR3       Is your school name & number on reports?
	
	

	LMSFR4                      
	
	

	LMSFR5                      Bank Reconciliation
	
	

	LMSFR5A                   Petty Cash Bank Reconciliation
	
	

	LMSFR6                      Debtors/Prepayments
	
	

	LMSFR7                      Creditors/RIA
	
	

	LMSFR8                      Earmarked Funding, check new codes
	
	

	LMSFR9                      SEN 
	
	

	VAT Summary
	
	

	Final VAT Claim – showing the school name and number
	
	

	Send a copy of Bank Statement 28th February 2011  & LMSFR5 & 5A to HCC if different from reconciled bank balance
	
	

	In RM Finance Export LMSFR Data
	
	

	Send both returns via Anycomms
	
	

	Only run the year end if CFR and RM Finance agree see Bulletin167  for Period 1 


 General Account

For further information regarding accounting practices you should refer to the Financial Guidance Notes for the production of 2010/11 Year End Statement of Accounts and the Consistent Financial Reporting Return.

The following instructions are system related. 

· In Period 11 enter all transactions to 28th   February 2011 

· Delete obsolete orders.

 Outstanding Purchase orders on the system will be re-instated in Period 1 

· Write back out of date, cancelled or lost cheques
 (Cheques over 6 months old can be cancelled, however, should the cheque ever be presented for payment the school will still be required to pay.)

· Reconcile the Bank Account to your Bank Statement dated 28th February 2011
· Reconcile the Petty Cash (also make sure the cash in the tin agrees)

· Allocations and Virements
· Report date setup should be to 28th February 2011
· Print your normal monthly reports including:-
· List of Budget Accounts 
· Budget Profile Report, Year to Date

· Budget vs. Actual vs. Committed ( schools using Purchase Order facility)

· Financial Summary School Bank and Petty Cash Summary only
· LMSFR5 Bank Reconciliation

· LMSFR5a Petty Cash Bank Reconciliation

· Any reports as required by the School Management Team 
A System Reconciliation is recommended monthly but especially at this point and is available on the grid at the following address:- 
http://www.thegrid.org.uk/info/traded/financial/documents/Reconcile.xls
Checking your system

Before continuing, you should ensure your accounts are balanced:

Click on Reporting> Custom Tab 

Select LMSFR 2
Click on Print

The total shown on Line 45 in the first column (Surplus Carried Forward) 


Should equal 
The total of Financial Summary Overall incl. VAT (Fin Sum 1)
Less - Orders Outstanding 
If Line 45 and Financial Summary 1 do not agree
Click on Reporting>Records Tab

Select and print  to screen the Income and Expenditure Analysis Report

Tick Sort and Subtotal  (
Tick Show Full Details  (
Check that all income and expenditure analysis codes have the appropriate line links. (these are shown on the goldsheets)
OB and VAT should NOT have a line link
On the LMSFR2

Line 22, should show the VAT Debtor/Creditor that is owed to or by the school 

This should be the total of all outstanding VAT Claims
If not, check the following:-
Enquiries> Find record
In the Analysis box, type  
746101
OK

     
The full amount should be in the Gross and VAT box.
     
The Nett box should be 0.00.      

To check other VAT reimbursements – click on the Analysis 746101, this will give you a report showing all of the VAT reimbursement transactions.

Check that there are no figures showing in the Nett box

If any transactions show figures in the nett box they should be reversed out and re-entered correctly.

If you still have a variance contact the Financial Services Helpline   
Or email:   keys.fsshelpdesk@hertscc.gov.uk
Take a backup of Period 11 then run the period end
You should now be in Period 12

Enter any cheques that you have written in March so far

Enter any income that you have received in March so far 

Enter March Central Billing if available 
Enter March Payroll if available
Hertfordshire Business Services (HBS)
· HBS (County Supplies) invoices dated 28th February can only be paid up to the 18th March – this is to ensure they clear the bank account by 31st March.

· March invoices should be accrued for but NOT paid until April.
Transferring Income between schools
· No cheques should be written to or sent to Primary schools after 18th February to allow time for the receiving school to clear the cheque at the bank by 28th February.

· No cheques should be written to or sent to Secondary schools after 18th March to allow time for the receiving school to clear the cheque at the bank by 31st March.

The income from the Local Authority should be recorded on the correct income lines depending on its type. 

If any income is to be transferred to or from another Hertfordshire school you must use the transfer codes that have been set up for this purpose.

	
	Analysis Code
	Description

	I01
	700195
	Transfer LA funds to/from another Herts school

	I07
	742005
	Transfer to/from other Herts school 
(Funding redistribution)

	I15
	720705
	Transfer Pupil Focussed Ext School funding to/from other Herts school


If you are the school sending the money to another school this should be processed as an Income Correction to the appropriate code above.

If you are the school receiving the income from the other school this should be processed as Income to the appropriate code above.

Income from another Hertfordshire school for services provided

	
	Analysis Code
	Description

	I08
	720801
	Income from other Herts school for services provided


Schools are asked to complete inter-schools transactions before the year end and not include any inter-school transfers as debtors or creditors.
Operational fee recharges (Internal)
	
	Analysis Code
	Description

	I01
	748700
	Operational Fees for Ext School Hubs

	I01
	700205
	Income to school from Children’s Centre 

	I16
	720725
	Charge to Children’s Centre for Operational Fees


These codes should be used to move income within the schools accounts, debiting one code and crediting the other. See Bulletin 153
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ACCRUALS
Further information on Accruals is provided by the Schools Funding Team in the Year-End Guidance Notes.

Click on ‘Transactions, Accruals’

Enter your Debtors, Creditors, Prepayments and Receipts in Advance:

There is a form available on the grid, to record your Accruals. http://www.thegrid.org.uk/info/traded/financial/manuals/financialadvice
Creditors

Creditors relate to goods or services for which money is owed to a supplier. This will relate to goods or services received during the financial year but not yet paid for, whether or not an invoice has been received.

Outstanding purchase orders where goods have been received must be entered as creditors.

Debtors

Debtors relate to income that was due to the school before 31st March 2011 for goods and services but remains outstanding at the year end. 

Do NOT set up a Debtor or Creditor for VAT

The system automatically sets this up.

Prepayments

Prepayments relate to payments made in the financial year 2010/11 for goods and services that will be received during 2011/2012.  
Include expenditure for journeys and trips that will take place in 2011/12
Receipts in Advance

Receipts in Advance relate to income received during the financial year 2010/2011 for the provision of goods and services during the financial year 2011/2012. 
Include income for journeys and trips that will take place in 2011/2012
Any unspent Grant that was received for a Children Centre should be set up as a Receipt in Advance, as under DfE rules there is no entitlement to carry forward any of this type of unspent  grant into 2011/2012.

Do not set up receipts in advance for earmarked funding, standards fund or devolved formula capital.

Print:

Budget v Actual v Committed showing Accruals instead of Committed column
this will show your final budget account balances
 Dealing with Capital at Year-End 

It is important that Capital is dealt with correctly during the year. 

There should not be any overspend on Capital.

If you have spent more than you have been allocated you will have to move money from revenue to adjust for the overspend (Capital Shuffle)
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Capital Closing Balance 2009/2010
CFR and LMSFR4 (B03+B04+B05) - 31st March 2010
To find the following:

Records>Reporting>Income and Expenditure Analysis Listing
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This figure must also agree with your Capital Return
If you are a Voluntary Aided school you do NOT need to submit a Capital Return 
The Capital Return for other schools should be submitted by 
21st March 2011
See Bulletin 165 for further information on completing the Capital Return

Do not post any transactions to capital codes after the submission of the 2010/2011 Capital Return unless included in the return.
Standards Fund

If you have any Standards Fund that you are carrying forward this will be included in the underspend and must be reallocated in the 2011/12 financial year.

Please ensure that your school name and number is on all reports:
System Manager>Organisation Details
Report Set Up Dates

Reporting>Custom Tab>Report Setup             
The dates should be:  
31st March 2011   From 1st April 2010
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Print LMSFR3 to screen and take note of Line 45 

The balance to carry forward shown on LMSFR3 line 45 has to be allocated to the different areas B01 – B06 to show how this balance is to be used in the new financial year.

Complete the LMSFR 4 Information by using the total from LMSFR3 Line 45. 
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Reporting>Custom >Report Setup
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This breakdown MUST be the same as the CFR Return

LMSFR4 Breakdown  

B01 
Committed Revenue Balances  =  Earmarked Standards Fund balances. Formal commitments made from 2010/11 for which no creditor has been raised. Monies carried forward to support 2011/12 revenue projects and action plans. Any revenue deficit at 31/03/2011
B02 
Uncommitted Revenue Balances =   The remainder of your revenue balance 

B03 
Devolved Formula Capital Balance =  Remaining Devolved Formula
             Capital (2008/09 must be spent by Aug 11)
B04 
Other Standards Fund Capital Balances = Harnessing Technology, Specialist Schools Capital

B05 
Other Capital Balance = Balance to carry forward (other than the DFC grant) for the purposes of future capital expenditure. 

Privately raised capital funds (please inform School Funding Unit of the Source of the funds and the amount)
Privately raised specialist school capital funding. 

** Monies transferred from revenue 

The transfer from REVENUE to CAPITAL should only be made if the money has been spent during the financial year, or the work has commenced or is imminent.

Note:   If you have a balance showing in B05 - transactions must have gone through the ‘Capital Shuffle’ i.e. E30 and CI04.     (Bulletin 165) 

B06
Extended School Balances = Community Focused balance to carry forward for extended services that cannot be funded from the delegated budget. 

This should be calculated as  

Previous year b/f  +  I16  +  I17  –  E31 – E32 = Balance

Balances in B06 must ONLY include Community Focussed revenue balances and not balances relating to Pupil related activities.

Checking the LMSFR reports

Print the following reports to screen:

 LMSFR4




                                       
· Lines 13, 16 and 23 are the same figure and agree with LMSFR3 line 45
LMSFR5   

· The figure at the top of LMSFR5 should agree with the total on the Bank Statement  dated 28th February 2011  

LMSFR5A – this bank account MUST be reconciled
· The figure at the top of LMSFR5A should be the balance of your petty cash, and should agree with your cash in the biscuit tin. (This bank must be reconciled, and should not show any outstanding payments or receipts)
LMSFR6

· This is the total of your Debtors and Prepayments, including the VAT Debtor

LMSFR7

· This is the total of your Creditors and Receipts in Advance

LMSFR8 
· Earmarked Funds  - Should equal the total of all income 
The total of LMSFR8 should agree with line 42 -  LMSFR3
LMSFR9 – SEN

· This report need only show the following analysis codes; 

     Expenditure 405400, 401720, 401820, 050, 055, 046

     Income 700381, 700351, 700391, 700401

The box below is for you to make a note of the figures that you are submitting on the LMSFR4, CFR Return and Capital Return to ensure consistency across all returns.

	Balance
	Capital Return
	Year End Accounts
	CFR 

Return

	  B01
	
	£
	£

	  B02
	
	£
	£

	  B03
	£
	£
	£

	B04
	£
	£
	£

	B05
	£
	£
	£

	B06
	
	£
	£

	Total


	
	
	


TIP:

 ‘Import’ the RM Finance data into CFR 
BEFORE 
Printing the year end reports
To ensure the LMSFR4 and CFR agree.
CFR Assistant
User Name   ADMIN
Password      KEYS

You should have completed the archiving tasks in Bulletin 160 October 2010 before continuing.
In CFR Manual Entry >General Details
[image: image10.emf]


Check that the year is 2010/2011    -   If not please follow Bulletin 160

In CFR Manual Entry>Balances tab

Once you have established that the opening balance is correct and that period 12, including relevant accruals, have been completed in RM Finance you can begin with importing your data. 
Further details on this process are in the CFR Bulletin 160 (Oct 10)
CFR Data Collection

Click on Data Collection> Data Bank

Check the File Path (this should have been checked earlier and changed if necessary).
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If this is showing the correct file path of your RM Finance datafile

Click on OK

Click on Import Data Now

Run Diagnostics 
The middle section of the error report should only show Analysis codes 746101 and OB

As you have added analysis codes in RM Finance you will now have to ‘MAP’ them in CFR
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Click on Import Map
Click on the word ‘MAPPED’ on I01

Any codes that are in black on the left column are codes that need ‘mapping’
Please make sure you are in the corresponding CFR area for the code you are going to Map’
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Highlight 700195 

Click on the blue arrows
This will move the code to the right hand side
The code will then turn to grey

Click on OK
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Now click on the word ‘Mapped’ on I06
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Highlight 720202

Click on the blue arrows
Or double click
The code will turn grey

Click on OK

Continue ‘mapping’ all of the codes displayed in black
When all of the codes are ‘Mapped’ click on Save
Click on Yes

Close

Import Data Now

Run Diagnostics

Proceed

Click on Manual Entry
Click on Balances

Apportion the Balances to reflect the split between revenue, capital and community focussed, this MUST be the same as the LMSFR4 Memorandum Items
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Note: there should only be figures in B06 if you have Community focussed extended school activities.

If you are showing a balance in B05 this usually implies that there is a revenue contribution to Capital which should have gone through the Capital Shuffle procedure and have entries in E30 and CI04 on the Capital Tab.   Bulletin 165
Click on Save and then Close
When you have completed this process you should then validate the data, having made sure that the LMSFR4 breakdown in RM Finance is replicated in the CFR Balances screen.

Select CFR Validation

Validate Data

If you have Errors - these need to be corrected – refer to the CFR manual 

If you have Queries - these need to have notes in the notepad.
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If you need to correct any transactions in 
RM Finance

** You MUST re-import the data and repeat the validation process**
CFR Reports
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Click on the Reports Icon > CFR reports folder

Select Summary of School CFR Data

Print out the CFR Report

· Check that the Balance in B01 to B06 is exactly the same as the breakdown on your LMSFR4.
· Check that the Capital Balances are the same as your Capital Return.
This report should be KEPT with your Year-End returns from RM Finance.
Click on Send CFR Return

Produce a CFR return

Click on Next

Click in Produce an Interim CFR file
Do not click in the Final CFR return file(
Click on Next

Begin Extract

Close CFR Assistant when you have produced your CFR Interim return. 

Anycomms will automatically pick this file up from your Outbox.
The file name (in the Outbox) will look like the example below but will show the date that you produced the return. 







Remember to make a backup of the following 2 files      
CFRDATA.DEF and CFRDATA.DF1

Print the following reports unless printed earlier
Checklist of signed reports – For internal use only

These reports do not need submitting.
	
	LMSFR 3

	
	LMSFR 4 – Memorandum Items completed, agrees with CFR Return

	
	LMSFR 5 

	
	LMSFR 5A (even if the schools does not use Petty Cash)

	
	LMSFR 6, 7, 8 & 9

	
	Copy of Bank Statement to 28th February 2011

	
	Are all reports displaying the school name & number?

	
	Have all reports been signed?

	
	CFR report – Summary of school CFR data


Retain copies for the schools records.

If there is a difference between the February Bank Statement and the LMSFR5 
Send a copy of that Bank Statement and LMSFR5 and LMSFR5A to:
February Bank Statements

School Funding Team

Postal Point CHO323

Room 343
County Hall

Hertford

SG13 8DF

Schools not in the pooled banking arrangement:

If your school is not in the pooled banking arrangement you must submit bank statements which show the balance at the 28th February 
PLUS all pages of the March bank statements
including the closing balance at the 31st March,  
PLUS a copy of the LMSFR5 and LMSFR5A.
Send to:-
School Funding Team

Postal Point CHO323

Room 343

County Hall

Hertford

SG13 8DF

Print the final VAT Return 
Send to:-



Transactions (Income) Team
Postal Point CHN401




Room 327/8



County Hall




Hertford




SG13 8DQ
RM Finance Electronic Year End

In RM Finance> Reporting> Custom Tab:

Click on Report Setup

The Export destination line should read 
K:\RM Finance\Outbox
 Or if still on the C drive
C:\Program Files\RM Management Solutions\RM Finance\Outbox

In the Reporting Module, Custom Tab
Click on LMSFR Export 

Click on Print

This will display a Declaration by the Head Teacher

Click in the box indicating that you have read, understood and comply with the declaration.

Continue

This will give you an LMSFR2 Expected Outturn screen.

Print

This will produce an electronic return of the year end to your Outbox.
The export file will have been created and saved as 
K:\RM Finance\Outbox\xxxxP12.10
Click on OK
This electronic file plus the CFR Interim Return should be sent via the AnyComms software between 
3rd March and 1st April
If you do not have access to AnyComms you can attach the file from the RM Finance Outbox and the file from the RM CFR Assistant Outbox to an email.
In the subject it should be clearly marked  

Year End Return, School name and number


email to csf.sfu@hertscc.gov.uk
If in any doubt please ring the Helpline for assistance.


Exporting the Electronic Year End Return & CFR Return

Send the RM Finance and CFR return by AnyComms
· When the transfer has successfully completed the application Notepad will open.  A message will be displayed confirming the file has been sent successfully.  

· Click on File, Print to produce a copy of the confirmation.  Keep this for your records as proof of successful transmission.

You have now submitted your Returns to County Hall
Fund Account Year End
There is no requirement to submit a Fund Account Return unless the balance is in excess of £75,000
However, it is recommended that you produce the following reports for your internal records.

· A copy of the Bank Statement showing the account balance as at the 31st March 2011
· Financial Summary 3 – School Bank ( Summary Only)

· Financial Summary 5 – Petty Cash ( Summary Only)

· List of Budget Accounts

· LMSFR5, signed by the Headteacher and Chair of Governors

· LMSFR5a Petty Cash (if used)

This should be sent to:

School Funding Team

Postal Point CHO323

Room 343

County Hall

Hertford

SG13 8DF

Herts LA  Number  always              919


















































Take a back up of RM Finance


This should be retained for a period of 6 years





This

















Your schools DCSF No

















Date Produced

















This figure is the Brought Forward Balance from 2009/2010.


It is not the total of the figures above, and cannot be changed














	Financial Systems Helpline                                 

Tel No: 01992 555713 Option 2

email : keys.fsshelpdesk@hertscc.gov.uk
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