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Finance Directorate
The Parkhouse Building  (  Kingmoor Park  (  CARLISLE  (  Cumbria  (  CA6 4SJ
E: david.peacock@cumbria.gov.uk

3rd February 2022
FAO All Headteachers & Finance Officers, Non-Chequebook Schools & PRUs
Dear Colleagues

CLOSURE OF ACCOUNTS FOR THE YEAR ENDING 31ST MARCH 2022
At the end of each financial year it is essential that the County Council closes its accounts for the year as quickly as possible. This year, the school accounts must be finalised by Friday 8th April. The following outlines the procedures to be followed.
PAYMENT CARDS

1. The deadline for completing information on SDOL for the transactions made between 4th February and 3rd March is by 5pm on 20th March as per the usual timeline.  Where SDOL is not completed by this date, transactions will automatically be charged to nominal 39000 (miscellaneous supplies and services).  The last day for processing payments using the payment cards for inclusion in the 2021-22 accounts is Thursday 31st March.  For transactions made between 4th March and 31st March it is imperative that the information on SDOL is completed as and when the payments appear on the system up to and including Thursday 31st March.  A report will be run by the finance team on Friday 1st April and the payments made between 4th March and 31st March will be uploaded onto E5 in Period 13 as creditors.
2.
It is critical therefore that all outstanding re-codes for transactions that have defaulted to nominal 39000 are cleared as soon as possible.  You should ensure that all payment card transactions are coded correctly at source on the SDOL system and in the exceptional case where re-code(s) are required following a review of your SDOL report these must be submitted to School Finance via the Journal Request mailbox by the deadline of Thursday 24th March at the latest.  As the month end Period 12 E5 report will not be available for review before the deadline for requesting re-codes, as an exception an interim Period 12 E5 report will be ran and sent out via the school portal on Tuesday 22nd March to show transactions appearing on E5 up to 21st March.  
3.
There will still be a requirement to ensure that information on SDOL for the reporting period 4th March to 3rd April (to pick up any transactions appearing after 31st March) is completed by the usual date, 20th April.
INVOICES
4.
Where possible payment cards should be used to make payments where these can be made at point of order.  For those suppliers that are still invoicing for goods and services, all invoices for goods and services relating to 2021-22 which you have received (and for which you are satisfied with the quality of goods and/or services delivered) should be processed immediately via the digital green slip system by the final deadline of 5pm on Wednesday 30th March 2022.  
5.
If you have received goods and services but your supplier has not yet provided an invoice please contact them directly and request the invoice immediately so that it can be processed and included in the year end accounts before the closure deadline.   This will facilitate smooth payment of invoices and avoid a deluge of invoices being processed on the cut-off date.  Please remember that any invoice where the gross amount is £25,000 or above requires two authorisers for certification.  Also, ensure particular care is taken to ensure that the online green slip has been correctly completed.  
6.
You are required to clear all invoices for acceptable items by 5pm Wednesday 30th March at the latest.  All certified invoices processed via the digital green slip system up to and including the 30th March will be included in the 2021-22 accounts.  Any invoices received in school on Thursday 31st March should not be processed for payment until after 1st April 2022.
7.
Please note that any invoices that clearly relate to goods or services due in the next financial year (2022-23) should NOT be processed before the 30th March deadline.  Invoices relating to next financial year should processed for payment after 1st April 2022.
8.
Schools are reminded that it is important to be fraud aware at all times but in particular in the run up to year end as fraudsters recognise that people are under pressure at this time of year and exploit that.  Please therefore carefully check all invoices received are genuine and check bank payment details against your verified supplier records before processing.  
CREDITORS & DEBTORS
8.
It is Cumbria County Council policy only to include material creditors and debtors in the accounts.  The expectation is that schools make payment for goods and services at the point of ordering via the official payment cards wherever possible and it is the schools’ responsibility to chase outstanding invoices from suppliers to process invoices relating to goods and services received up to and including 28th March immediately on receipt via the digital green slip system and any outstanding debts chased to ensure that they are paid promptly in good time before the year end.  As schools carry over their delegated surplus/deficit, capital (funding sources C033, C034 and C035) and PE Grant (funding sources SP19, SP20 and SP21) balances to the next financial year, there is not a requirement to submit creditor and debtor requests to the finance team.  However, all PE grant balances carried forward to 2022/23 must be fully spent by 31st July 2022.
9.
For those schools that are included on the consolidated invoices issued by Orian Solutions Ltd and NPower Ltd, the March food and/or cleaning invoices and electricity charges up to 31st March will be estimated and automatically entered into the 2021-22 accounts as creditors.  For those schools that also use Orian’s online school dinner money income system Lunchbox, the March income will be entered into the accounts as a debtor.
PROVISIONS FOR TERMINATION PAYMENTS

10.
The county council must include as a statutory note to the accounts all costs in respect of exit packages that have been agreed.  These must be analysed between compulsory and voluntary redundancies, additional pension contributions, payment in lieu of notice, compromise agreements and any other departure costs.  For example, when a voluntary redundancy offer has been made to an individual(s) or a decision has been made to restructure but the offers haven’t gone out yet a provision must be included in the 2021-22 accounts as a liability.  If you are aware of any agreed exit packages that meet this criteria, please contact me at david.peacock@cumbria.gov.uk. 
BANKED INCOME

11.
The final date for banked cash to be included in the 2021-22 accounts is Friday 25th March.  If the income has been banked via the Post Office please note that income receipts should be emailed to finance.control@cumbria.gov.uk by Friday 25th March for inclusion in the 2021-22 accounts.
E5 REPORTS

12.  An exceptional Period 12 E5 report will be ran and sent out via the School Portal on Tuesday 22nd March.  The month end Period 12 E5 report will be run and sent out via the School Portal on Thursday 7th April.  This report will include all invoices processed by the deadline of Monday 28th March but will not include payment card transactions for the period 4th March to 31st March or NPower Ltd and Orian Ltd March estimates (if applicable to your school) as these will be posted as creditors in Period 13.  The final Period 13 E5 report will be issued and sent via the School Portal on Thursday 14th April 2022.
JOURNAL TRANSFERS AND RE-CODE REQUESTS

13.
Journal transfers and re-code requests must be submitted to Schools Finance Team via the Journal Requests mailbox by the deadline of Thursday 24th March.  It is important therefore that, due to the final Period 12 E5 report not being available until after this deadline, any transfers or re-codes required between formula capital and/or ring-fenced grants such as Primary PE & Sport grant are finalised in good time before the cut-off date of Friday 25th March.
SUMMARY OF DEADLINES

14.
Please see below a summary of the year-end deadlines.  This letter will also be made available in the Reference Library within the Finance folder entitled Year End Instructions 2021-22 – Non-Chequebook Schools.

	Required Action
	Date

	Payment Cards – SDOL information complete for period 4th February to 3rd March
	Sunday 20th March 2022

	Interim Period 12 E5 Reports published on Portal
	Tuesday 22nd March 2022

	Re-code requests to Journal.Request@cumbria.gov.uk 
	Thursday 24th March 2022

	Income Receipts emailed to finance.control@cumbria.gov.uk
	Friday 25th March 2022

	Banking income and Income Receipts
	Friday 25tth March 2022

	Invoices relating to 2021-22 only to be processed digitally
	5pm on Wednesday 30th March 2022

	Payments Cards – SDOL information complete for period 4th March to 31st March
	Thursday 31st March 2022

	Interim Period 12 E5 Reports published on Portal
	Tuesday 22nd March 2022

	Period 12 E5 Reports published on Portal
	Thursday 7th April 2022

	Period 13 E5 Reports published on Portal
	Thursday 14th April 2022


Your assistance with the year end closure of accounts process is greatly appreciated. If you have any queries about the contents of this letter please do not hesitate to contact me.

Yours sincerely
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David Peacock

Accountant 
Together we can achieve the best for every child, young person and their family in Cumbria
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