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Memorandum

To:         Heads of Department and SMT

From:   Roy Vickery, Financial Accountant 
Copy:    Director of Finance  


                 Departmental Administrators

                 Finance Department staff 
Date:     25 June 2008
Re:
Annual Accounts for the year ending 31 July 2008 - Accounting Arrangements
I write with the details of the procedures to be followed to assist with the completion of the Annual Accounts.  Would you please pass a copy of this memo to all relevant staff, including project 
co-ordinators. 
1. Invoices 

The cut-off date for allocating invoices to the current accounting year (2007-08) will be Wednesday 13 August  2008 and period 12 will be kept open until this date.    Please ensure that all web orders which have been fully or partially completed by the 31 July 2008 are ‘goods receipted’ in the Agresso system by 13 August 2008.   It is important that the actual date of delivery is entered into the system as this will determine the financial year to which the expenditure is allocated.   Invoices relating to goods and services that have not been the subject of a web order, and relate to goods or services delivered by 31 July 2008, should also be sent to us by the cut-off date clearly marked with the date of delivery.   Invoices that miss this deadline will be charged to your 2008-09 budget but may be carried back to 2007-08 if they meet the following conditions:

1.   they have an individual value of £500;

2.  they appear on the schedule of unpaid invoices due by Friday 22 August 2008. 
2. Visiting Tutor and Travel Claims 
The payroll cut-off dates are:

VT claims for work done up to 31 July 2008 – Tuesday 5 August 2008
Travel and other non-pay cost claims relating to the year to 31 July 2008 – Wednesday 13 August 2008  
Claims that miss these deadlines will be charged to your 2008-09 budget but may be carried back to 2007-08 if the conditions mentioned in paragraph 1 above are met.
3. Reports 

 On Friday 15 August 2008 we will send you a report showing the invoice and payroll transactions processed in period 12.   The budgetary report will follow.   Would you please arrange for the transaction report to be checked against your records and for schedules of unpaid 2007-08 invoices and claims (VT and travel) to be drawn up using the forms that will be supplied. If there are no unpaid invoices or claims please send nil returns. The schedules should be sent to Kezban Goboodun no later than Friday 22 August 2008.   
4. Petty Cash Floats

Float holders (including Project Co-ordinators) will be required to confirm the cash held at 31 July 2008 and forms will be issued for this purpose in July. 

5. Stock

Departments holding stock should prepare for a stock count on Friday 1 August 2008 to record the stock held as at 31 July 2008. This is an annual exercise and I am sure the relevant sections are well acquainted with the routine. Procedural notes and stock sheets will be issued shortly.  
6. Recharges

Departments responsible for recharging costs (IT Services, Reprographic Services and Estates and Facilities) are asked to send recharge journals (or budget virement forms where appropriate) for 2007-08 costs to Finance by Wednesday 13 August 2008 at the latest.
7. Orders

Orders should be placed sufficiently early to ensure delivery by 31 July 2008 if it is intended that the expenditure be charged to the current accounting year.  The determining factor is the date the goods are delivered or the service rendered and not the date of the invoice.  (However, as underspent or overspent balances on academic departments’ non-pay budgets will be carried forward to the following year, academic departments will not be penalised if orders are delayed).  

8.  Audit 

As you may be aware we have new auditors this year who will be commencing preparatory work in August with the final audit beginning in September.   Your cooperation in sending the relevant information to the Finance Department by the stated deadlines would be much appreciated and will help to make the audit a smooth process.
If you have any queries with regard to the procedures please contact Kez Goboodun, Heather Hylton  or myself.
Roy Vickery 

Financial Accountant
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