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This bulletin is intended to be read in conjunction with the booklet “Financial Guidance Notes for the production of 2010/11 Year End Statement of Accounts  and Consistent Financial Reporting Return” (The “Blue Book”)  produced by the School Funding Unit
 We recommend that you work through this booklet before beginning the year end process
Year End Bulletin to follow
If you require advice or support for the Year End process please contact the Helpline on 01992 555753 (option 1) or e-mail fss.helpdesk@hertscc.gov.uk

Housekeeping\ Preparing for Year End

In preparation for your year end accounts, and to ensure accuracy, you should carry out the following housekeeping activities on FMS.
Accounts Payable:
·  Authorise/delete any Purchase Orders with a status of Unauthorised. (Any unauthorised  POs will stop the year end closing)
·  Run Report for all outstanding Purchase Orders to check validity – cancel if necessary
·  Authorise/delete any Accounts Payable Invoices with a status of Unauthorised
·  Print a detailed Aged Creditor Report
·  No Inter-school Invoices to be outstanding 
· Check that only valid invoices remain as unpaid
·  Issue credit notes or cancel if necessary  
	
	√

	Accounts Payable Completed?


	


Accounts Receivable:
· Post/cancel any Invoices/Credit Notes/Receipts/Paying in slips in Accounts Receivable with a status of Un-posted/Unauthorised

· Print the Aged Debtor Report.  Check that only valid invoices remain as o/s.  Issue credit notes if necessary and match.
· No Inter-school Invoices to be outstanding 
· Match unmatched receipts to invoices 
· Investigate small balances against debtors.  Write off if appropriate, issue refunds or invoice to clear.
	
	√

	Accounts Receivable Completed?


	


Non-invoiced income:
· Post/cancel any Un-posted Receipts and Paying in slips in Non Invoiced Income

	
	√

	Non Invoiced Income Completed?


	


General Ledger:
· Write back all cheques over 6 months old if required
· Post or delete any Un-posted Journals
· Ensure that the VATCN balance = outstanding VAT submittals. 
	
	VAT Control A/C
	Month
	Amount

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Total
	
	Total
	


· Investigate and correct any discrepancy








· Complete a full System Reconciliation – a new one is available on the Grid at:
http://www.thegrid.org.uk/info/traded/financial/index.shtml
	
	√

	General Ledger Completed?


	


System Reports

If you are using a User Defined Report for your LMSFR 8 / 9 ensure that the following are included:

LMSFR8:

Earmarked Funds – should include all ledger codes for I01, I02, I03, I06, I07, I08, I13, I15 and I16 AT THE VERY LEAST (remember to include all the new ledger codes included in Bulletin 105) if you are unsure, include all income ledger codes.

LMSFR9:

This report need only show the following ledger codes:

· Expenditure - 405400, 401720, 401820, 050, 055, 046.

· Income – 700381, 700351, 700391, 700401.

Alternatively the forms can be downloaded from the School Funding website and completed manually.  www.thegrid.org.uk/info/sfu/returns.shtml
	
	√

	Reports Updated and Correct

	


CI03 Private Capital Income

The School Funding Team need to know about any Private Capital Income for all non-VA schools that is, or will be recorded on ledger code 750900 within the CI03 CFR line, as this code should only be used following consultation with School Funding.  
If you have already recorded, or intend to record income on this code,   please e mail School Funding to inform them of the amount and source of funding.  
Csf.sfu@hertscc.gov.uk
If there is a balance on CI03 at year end that School Funding do not know about the year end will be rejected
Leases 

Please make sure that your leases have been updated on Solero.

	
	√

	Leases Complete

	


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.

	
	√

	GTP Income within 742004

	


Create/Open New Financial Year

Check that 2009 financial year has the status of Finalised, and that the Final CFR report has been run   (Bulletin 111, December 2010)

Create and open 2011 financial year - Tools/Define Financial Years/Define Edit Years/ Add Year 

– You must define and open a new financial year before accruals can be input.
Define your VAT period - Tools/Define Vat period 
	
	√

	Financial Year open/Created?
Define Vat Periods

	


Run System Check:

· Reports
· Year End
· System Checks
This will produce a report that will list any items that will prevent you from running the ‘Preliminary Year End’. Correct any errors identified on the System Check report 
	
	√

	Run System Check?

	


Journeys 

Journeys taking place after the 31st March 2011 (Next Financial Year)

· Journey Income should be carried forward as a Receipt in Advance (RIA) for all income received to date against each individual trip.

· Journey Expenditure should be treated as a Prepayment (PP) for all expenditure incurred to date against each individual trip.

· NOTE: Do not net off the income and expenditure and accrue just the balance
Journeys that have taken place before the 31st March 2011 (This Year)

Journeys that have already taken place should be reconciled to establish if there are any further liabilities or income due for the trip.  Once this has been established the following transactions will need to be posted:
· If there is still Income to be received for a particular trip, this will need to be transacted as a Debtor (SD) to the appropriate trip. 
·  If there are still outstanding invoices to be paid in relation to a trip, these will need to be put through as a Creditor (SC) to the appropriate trip.
· NOTE: Individual Debtor and Creditor journals must be raised rather than accruing for the remaining balance of the trip.
Transferring Income between schools
Income from the Local Authority should be recorded on income lines depending on its type. 

If funding is transferred to or from another Hertfordshire School, you must use the transfer codes that have been set up for this purpose. This could include the transfer of funding for Extended Schools including Extended Opportunities, SSCO and SAPG.   It may be necessary to print a Detailed Cost Centre and Ledger Code Report to ensure any transfers have been transacted correctly.
	
	Ledger Code
	Description

	I01
	700195
	Transfer LA funds to/from another Herts School

	I07
	742005
	Transfer to/from another Herts School. 

(Funding redistribution)

	I15
	720705
	Transfer Pupil Focussed Ext Sch funding to/from an other Herts Sch,


If you are the school sending the money to another school this should be transacted as a debit to the appropriate code above.

If you are the school receiving the income from the other school this should be transacted as a credit to the appropriate code above.
Income from another Hertfordshire school for services provided
The following ledger code should only be used for income from another HCC school.  Income from other Authorities, non maintained schools or Academies should be treated as external to Hertfordshire.

This code should also be used to record any income from other schools for supply cover.
	
	Ledger Code
	Description

	I08
	720801
	Income from another Herts school for services provided


Internal transferring of funds
	
	Ledger 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 school’s accounts, debiting one code and crediting the other. See Bulletin 105 (please refer to previous bulletins on the Grid).
Inter-Schools Transactions

In order to ensure that all inter school transactions are fully completed before the year end, schools are asked to complete these as follows:

· before the 18th February 2011 for Primary Schools

· before 18th March 2011 for Secondary School.

No Inter-schools transactions should take place after the 18th March 2011 
Monies received by your school must be banked by 18th March 2011 to make certain that funds are cleared through both bank accounts by 31 March 2011

Secondary Schools should not send payments to Primary, Nursery or Special Schools after 18th February 2011       
Please ensure that you pay the full amount of any invoice received or agree any changes with the other school to ensure the same amount is recorded in both schools
Please Do Not include any inter-school transfers as debtors or creditors
In the event of any issues arising please consult the School Funding Unit

Sports Partnership Income – I07

Dealing with Sports Partnership income:
· The Hub School should transact the income on 742002 I07
· The Hub School should transact payments to Satellite schools as a reduction (debit) in income on 742005 I07

· The Satellite School should transact this payment as income (credit)  on 742005 I07
















All Primary Schools must close their accounts on 28th February 2011


The year end return MUST be submitted by 


1st April 2011





(   (   (   (





All Secondary Schools must close their accounts on 31st March 2011


The year end return MUST be submitted by 


13th April 2011
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