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Finance Department - Year-end Procedures 31 July 2008
CASH OFFICE 

With effect from Friday 1 August 2008 all cash received and payments made should be processed to the new year period 200801.  
Prepayments and accruals: Please let me have details of :
· any income and expenditure transactions over £100, processed in 2007-08 but relating to 2008-09
· any income and expenditure transactions over £100, processed in 2008-09 but relating to 2007-08
Cashbook entries: Please ensure that all items appearing on the bank statements for July and earlier months are posted to period 200712 and not to period 200801.  Please also ensure that all credit and debit card items taken in the year ended 31 July 2008 are posted to period 200712 and not period 200801.  Period 200712 will remain open until 13 August.

PURCHASING 

Invoices relating to goods or services delivered by 31 July 2008 should be treated as 2007-08 expenditure and charged to period 12; or to period 13 when period 12 has been closed.   Although the cut-off date for departments has been set as Wednesday 13 August 2008 you may continue to process 2007-08 invoices for a short period after that date.  I will advise you when period 13 has been closed to AP transactions. Please give priority to old year invoices so that as many as possible are processed before Friday 22 August 2008. 

Departments have been asked to:

1. ensure that all web orders which have been fully or partially completed by the 31 July 2008 are ‘goods receipted’ in the Agresso system with the actual  delivery date.  This should take place by 31 July 2008 or as soon as possible thereafter.

2. mark all invoices relating to non-web orders with the actual delivery date rather than the year.  Please check that this does tally with the information given on the invoice.  Note: goods or services must have been supplied by 31 July 2008 to qualify for inclusion in the 2007-08 Accounts.  

Invoices are filed according to the year to which they relate.   When ticking off the day’s invoices to the AP daybook please check that invoices have been posted to the correct financial year.  

If an invoice for services straddles the two accounting periods please let me have details of any amounts over £500.  

PAYROLL AND PENSIONS
Accruals: Arrangements as per attached schedule 

Pensions and staff data: May I please also have the following by Friday 29 August 2008
· Valuation data for USS and LPFA pensions,

· Employers Social Security costs for 2007-08
· Employers Pension costs for 2007-08
· Staff numbers 

· Remuneration of the Warden 
· Remuneration of higher paid staff in bands of £10,000 from a starting point of £100,000 (NB this is different to last year)
MANAGEMENT ACCOUNTS 

May I have provisional debtor and creditor figures by Friday 29 August 2008 for the following where possible:

· TTA and HEFCE earmarked grant accounts

· Research projects 

· Other services rendered and short course accounts 

I appreciate that not all the accruals will be in by this date but it would be helpful if journals were done for overhead and other cost transfers etc by the end of August so that balances on accounts unaffected by accruals can be carried forward.   
Payroll uploads: Payroll uploads should be posted to either 200712 or period 200801 according to the date the payments were made.   All August payments should therefore be posted to 200801 even though they may relate, fully or partially, to 2007-08 costs.   
Payroll will hold VT and expense claims as unfiled for two days from date of file creation.  After that they will be filed in alpha order with previous claims so it would be helpful if the upload to Agresso could be done as soon as possible after receipt.  We will then have an Agresso transaction with which to compare when looking for accruals.
FINANCIAL ACCOUNTS 
Bank Reconciliation at 31 July 2008: The reconciliations for period 200712 should commence according to the normal timetable.  (See note re Cashbook entries above). The period 200801 reconciliations (autorec in particular) should not however commence until those for period 13 have been completed.  
Other Control Accounts: The usual month end procedures will apply. 
Petty Cash Floats: Petty cash floats in Halls and Departments should be reconciled with Petty Cash Books and Control Accounts as at 31 July 2008.  Written acknowledgements of floats in hand as at 31 July 2008 should be obtained from all departments holding imprests by Monday 4 August 2008
Stocks and Stores: Departments and Halls holding stocks and stores have been asked to take stock on Friday 1 August 2008 and to provide the Finance Department with a valuation of stock in hand as at 31 July 2008.   The ledger adjustments arising from stock valuations should be processed as soon as possible after receipt of the valuations.
 
Sales Invoicing and Debtors: From 1 August 2008 all sales invoices should be processed in 2008-09.  Any income accruals will be identified by the product code used.   Debtor printouts as at 31 July 2008 should be sent with a covering memo asking for comments regarding old debts.  

Roy Vickery

Financial Accountant 

26 June 2008 
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