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Financial Services for Schools Helpline

Tel: 01992 555753 (Option 1)
Fax: 01992 555727

Email: fss.helpdesk@hertscc.gov.uk
CAPITAL RETURN

Due By

22nd MARCH 2010
Included in this Bulletin:
● Reports Required from FMS6
● Completing Schools Capital Return Form
● Capital Return
►Opening Capital Balance

►Capital Money Received
►Capital Expenditure

►Capital Funding Analysis

►Capital Balance Carried Forward

►Analysis of Capital Balance

►Devolved Formula Capital

► Declaration

● Revenue Contribution to Capital (Capital Shuffle)
Reports required enabling you to complete the Capital Return:
FMS6 Capital Income and Expenditure
To find out the capital income and expenditure for the current year within FMS6:

 Click on Reports, General Ledger, Analysis, Cumulative Expense Analysis

 With radio button in Ledger Code Summary, Financial Year select 2009

 Select Ledger Group CE02
 Show movement up to Period 13
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 Print a hard copy and repeat for each of the ledger groups CE02, CE03, CE04, E30, CI01, CI03, CI04.

PLEASE NOTE:  There are no ledger codes on CE01 and line CI02 is no longer used.  Please check to make sure there are no transactions on CE01 and CI02; if there are please ring the Helpline for advice.
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Check the report and transfer the amounts against each code into the appropriate box for that code.

You may need to investigate further to determine whether expenditure was for works or furniture.  This is best done through:

►Reports ►General Ledger ► Transactions ►Detailed Transactions 

►Ledger Code Transactions
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 Select the ledger codes where you have identified expenditure

 Double click to move them to the right hand side of the dialogue box
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 Use the reports to identify the type of expenditure for your Capital Return.

If you know that you will be paying an outstanding capital invoice in March or will be accruing capital income or expenditure you should include this in your figures and ensure that the same amount is entered on FMS6 as appropriate.
Completing Schools Capital Return Form

● The completed form must be submitted by 22nd March 2010

● Enter the values without the £ sign, e.g. 100.50
● Do not leave cells blank. enter 0 where necessary to enable correct calculation of the automatic checks built in to the Return;

● As you complete each section, click on the corresponding buttons to calculate and display totals;


● As you complete each section, click on the Save button; this should eliminate any system/timing out issues on the live system;


● Click the Submit button at the foot of the Return when all entries have been made & validated;


● Ensure that figures reconcile correctly and that all required information has been provided.
● Run  reports before starting the capital return.
● Save your data as you complete each section – This will calculate and validate the totals for the sections where you have entered data.

It will also prevent any data loss if you have been timed out.
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● You should not post any further transactions to capital codes after the return has been submitted, unless you have included these transactions within the totals on your capital return. 

● The Capital Return can be re-submitted at any time up to the 22nd March 2010.

● Please remember that there should not be any negative balances on Capital, if this is the case you must move revenue to capital (Capital Shuffle, please see the final section for how to do this)
Capital Return

All schools except VA schools are required to complete a separate capital return. 

This return is available from:

http://www.thegrid.org.uk
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Scroll down the screen and on the right hand side click on the word SOLERO
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You should have received a unique password which will be the same as you use for sending in your School Census returns. 

When you go to the SOLERO website you will find instructions on how to log in.
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►Select School ► School Number ► Password ► Login

Opening Balances
· Input the Opening Balances into the Capital Return showing your Capital Balance at the end of 2008/09 as per the SOLERO Termly Return or the LMSFR4 Breakdown.
· Input all of the capital expenditure, breaking down the charges between Works & Fees and Furniture & Equipment and entering the figures appropriately to the various description lines.

· The information for the breakdown of Works and Fees and Furniture & Equipment, can be found in the detailed transaction report referred to on page 3.
Remember to SAVE your data as you go

Do not leave any cells blank; enter 0 to enable the form to calculate

Do not enter the £ sign 

Opening Capital Balance Breakdown

· The B03, B04 and B05 brought forward balances taken from your year end need to be broken down into the different types of capital that have been brought forward within each area. 
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             When completed
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Remember to click on calculate after each section and save the return frequently.

Capital Income Received
· Input all of the Capital income received for 2009/10. This will include private funding and any revenue contributions that the school has made.

· Harnessing Technology is a Capital Grant and should be recorded in CI01

· If a school has contributed to Capital from Revenue then a “Capital Shuffle” has to be completed within FMS6. 
· This information can be taken from the Cumulative expense analysis referred to on page 2/3.
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      When Completed
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If you need to enter descriptions of other capital income received you can add extra lines as necessary.

Remember to click on calculate after each section and save the return frequently.

Capital Expenditure
Enter the amount of capital spent within the appropriate area and under either Works and Fees or Furniture and Equipment. (Harnessing Technology should show under Furniture & Equipment)
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          When Completed
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Capital Funding Analysis

This section should show the breakdown of the spending and where the funding came from.
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     When Completed
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Remember to click on calculate after each section and save the return frequently.
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Analysis of Capital Balance carried forward 31st March 2010

This section should show that the Capital Balance Agrees, if not check 

B/F   plus   Income   less   Expenditure
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This section should show how the balance is made up and entered in B03, B04 or B05 as appropriate
  When Completed






B03 
Devolved Formula Capital Balance = Remaining Devolved Formula Capital,

                                                                            Travel Plan
B04 
Other Standards Fund Capital Balances = Specialist Schools Capital Grant, 

                                                                                      Harnessing Technology.
B05 
Other Capital Balance = Other Capital Balances to carry forward for future 

                                                       capital expenditure, such as:- 
· Privately raised specialist school capital funding

· Privately raised capital funds which have been paid directly into CI03

· Transfers from revenue should only be made if the money has been spent during this financial year.

Devolved Formula Capital
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Click in the box to confirm that you have spent the DFC allocation from 2006/07. If this has not been spent you should give an explanation in the box provided
Declaration

Click on the Declaration.
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Print the form before submission for your records

Click on Submit
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At this point if any of the totals do not agree you will get an error message referring to the incorrect total. Check, adjust and re-submit.
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If the Capital Return is successful you will receive email confirmation that the return has been submitted successfully. 

This report should be printed at this stage and should be kept for reference for your Year End and CFR Return.

Please refer to the information in the 2009/10 Financial Guidance Notes (Blue Book)


Revenue Contribution to Capital

(Capital Shuffle)

If you need to ‘Capitalise’ some of your Revenue to cover the additional cost of a Capital Project, you must do the ‘Capital Shuffle’
Revenue can only be capitalised if the cost have been incurred during this financial year, or the building work is under way.

How to do the “Capital Shuffle”
Post a normal journal as follows:

Debit Ledger Code 660400 –Cost Centre E30 Revenue Contribution to Capital

Credit Ledger Code 750800 – CI04 Direct Revenue Financing
Any queries about the completion of this return should be made to: -

Eileen O'Dowd
01992 555724

eileen.o'dowd@hertscc.gov.uk

Stuart Elwick

01992 555479

Stuart.elwick@hertscc.gov.uk
For queries about the treatment of Capital within FMS6 (including the “Capital Shuffle”) please contact the Helpline.
( 01992 555753 Option 1

Or

e.mail (  : fss.helpdesk@hertscc.gov.uk
Click the blue browser





The “actual” column will show the total income or expenditure for each ledger code within the ledger group











Click Ok





(





After the Capital Return has been submitted only transactions included on the return should be entered into FMS6.  Note that the Capital Return MUST agree with the CFR Return and the Income and Expenditure report in FMS6 at the year end.





Any new transactions (i.e. not included on the Capital Return) should not be posted to capital on FMS6 until the new financial year.  If you are unsure about this please contact the Helpline for advice.





The Capital Return can be re-submitted at any time up to the 22nd March 2010.





Please remember that HCC do not expect negative balances on capital.  If this is the case you should make a revenue contribution to capital (“Capital Shuffle”).  


(Notes on Capital Shuffle at the end of this Bulletin)





NOTE:  you should only move revenue to capital if a project is completed, has already started or is imminent i.e. planning permission has been received, tendering is complete etc.





Once revenue has been moved to capital you CANNOT move it back in future years. 
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Click Update then OK
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