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1.
INTRODUCTION

1.1
This manual of guidance covers the administration of unofficial funds in schools, including the main school fund account.  

1.2
All school unofficial funds must be maintained entirely separately from official funds.  Unofficial funds must be administered in accordance with certain basic minimum standards in order to safeguard the interests of those who have provided resources for unofficial funds, and to safeguard the interests of staff administering the funds.  School employees who are involved in unofficial fund administration must comply with these standards.

1.3
The role of Audit and Financial Standards is to monitor that properly inspected unofficial fund statements are received by the Education Directorate on an annual basis.  Audit and Financial Standards does not normally carry out financial inspections of unofficial fund records, and can only access the records of such funds at the written request of the Governing Body.

1.4
The Governing Body should be informed of any unofficial funds maintained in the school for the furtherance of school activities which are not part of the provision made through official funds.  The Governing Body should receive annual statements of accounts inspected by a person appointed by them (see section 5(1)), and should be satisfied that the accounts are managed in accordance with these Notes of Guidance.

1.5
The ultimate responsibility for the control of all non-official monies in any school lies with the Governing Body and Headteacher.  Governors will normally exercise an overview of the Fund.  The Head will be responsible for day to day administration and operation, in line with the objectives of the Fund as approved by the Governing Body.  The Head should report to the Governing Body on a periodic basis.

1.6
The administration of the fund may well be delegated by the Head to other members of staff at the school, e.g. the school’s bursar or a member of staff overseeing an activity at the school (e.g. a school journey), but the Head will retain responsibility.

1.7
Where the Head is not the Treasurer, he should examine the accounts, bank statements and other records at fairly frequent intervals to ensure the accuracy of balances and entries.  Such inspections offers protection to the Headteacher and the responsible staff.

1.8
The Head should determine who is authorised to approve expenditure and to pass bills for payment.

1.9
The Headteacher should submit to the Governors not less frequently than once each year a statement certified by the financial inspector of all unofficial funds.

1.10
Objectives should be set for the Fund.  These should be authorised by the Governing Body.  All activities financed by the Fund should be in line with these Objectives.  Each school will wish to set its own Objectives, but suitable “model” Objectives might be: “The xyz School Fund is to be used to further the education of pupils at the school, by financing activities not normally funded by official capitation monies, or by subsidising activities which normally fall within the remit of Capitation Funds”.

1.11
GCC Early Years establishment should follow exactly the same principles as described in this Manual, with one exception.  With regard to these establishments, Early Years Officers in Shire Hall will act instead of Governors.  These Officers should receive and consider all accounts and forms which Governors in a school would normally expect.
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2.
BASIC REQUIREMENTS

2.1
Separation of Funds
It is important that unofficial funds are not allowed to become mixed with other monies.  Monies held on school premises must be clearly labelled and held securely, and separately, otherwise cash balances cannot be independently verified with petty cash or unofficial fund cash records.

2.2
Bank Account
A separate bank account with cheque facilities should be opened for the Fund by the Treasurer appointed by the Governing Body.  It should incorporate the name of the school and of the Fund but not that of the County Council.  All monies received by the Fund must be paid into the account.  In addition to the bank account, a deposit account or Building Society account for the purpose of holding monies surplus to the current requirements, and/or funds earmarked for a specific future use may be opened.  The same guidelines on the name to be used apply to such accounts.

2.3
Signatories to the Account
All cheques should require the signature of two persons of suitable seniority at the school.  For practical purposes, the bank mandate should incorporate at least three signatories to ensure that two people are available whenever a cheque for the unofficial fund needs to be drawn.  This normally includes the Headteacher and may include a School Governor plus one other.

The cheques should be crossed ‘Account Payee Only’ for security reasons.

On no account should cheques ever be pre-signed or post dated.

2.4
Separation of Duties
Wherever possible, duties should be divided between members of staff so that, as far as practicable, each transaction involves more than one person.  The Governing Body should appoint one person to act as Treasurer to each Fund maintained at the school.  Generally, the Headteacher should not act as Treasurer, nor should any close relative of the Headteacher so act.  No one person should act as Treasurer who is responsible for receiving and banking money (either directly or collected by others), paying into bank, making payments and maintaining the Fund’s principal accounting records and responsible for the organisation of particular activities (trips, visits, refreshment facilities, etc.), the collection of income generated in connection with those activities and the certification of associated invoices as correct before payment.

2.5
Supervision
The Headteacher should examine the accounting records maintained by the Treasurer at intervals throughout the year, to ensure compliance with the standards set out in this guidance.  The Headteacher may delegate this supervisory responsibility to senior staff in the school, but this should be formally approved and minuted by the Governing Body. Where the Head has been appointed Treasurer, the Fund records should be inspected periodically by an independent person (eg Governor).
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3.
ACCOUNTING RECORDS AND STATEMENTS

3.1
A cash book should be maintained by the Treasurer to record all financial transactions of the Fund.  An example of a cash book layout is shown in Appendix 1.  It is a record of money received and paid to the bank, and of payments made by cheque.  The cash book should consist of columns to enable both receipts and payments to be analysed over a number of main divisions so that financial statements can be produced more easily.

3.2
The cash book should be written up no less frequently than weekly and each entry should be supported by documentary evidence.  At the end of each month or when bank statements are received, the cash book balance should be reconciled with the bank balance.

3.3
Financial Statement

At the end of the financial year, which must have an accounting cycle of twelve months, a summary of the Fund’s transactions should be prepared and inspected.  An inspected copy of this Financial Statement (see Appendix 6 for example) must be presented to the Governing Body.  IT IS NOT SUFFICIENT FOR THE CASH BOOK OR LEDGER ONLY TO BE PRESENTED TO GOVERNORS. A short report should accompany this.


The Financial Statement must show balances on each bank/building society account held for each Unofficial Fund.


For simplicity a “Receipts and Payments” form of account is shown at Appendix 6.  This should suffice for most School Funds.  An alternative form of account, “Income and Expenditure”, accounts for monies owing to, and owed by the school at the end of the financial year.  (“the accruals concept”).  This form of account should only be necessary for larger Unofficial Funds.

3.4
Financial Statements for Trips and other Activities

In those instances where trips, visits, holidays, etc., are organised through an unofficial fund a statement along the lines shown in Appendix 2 should be prepared by the member of staff responsible for the particular activity.  Initially, in order to obtain approval for the activity from the Headteacher, a statement of the estimated receipts and payments should be prepared.  After the activity has taken place, the actual receipts and payments should be entered on the statement which is then certified as a correct record by the member of staff responsible.

3.5
Retention of Records

The accounting records of the Fund should be kept in a safe place, e.g. locked steel filing cabinet or cupboard, and, in addition to the current year’s records, those for the previous six years should be retained in line with the requirements of the tax authorities.
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4.
GENERAL MANAGEMENT OF UNOFFICIAL FUNDS

4.1
Reconciliation
4.1.1
Bank statements should be obtained monthly, transactions checked and the bank balance reconciled with the unofficial fund records.

4.1.2
When reconciling the bank balance allow for unpresented cheques and cash banked but not yet shown on a bank statement (Appendix 3).  If a cheque is not presented within six months it becomes out of date and should be cancelled, the amount being deducted from the payment side of the cash book.

4.1.3
Cash balances must also be reconciled to any cash held on the premises.

4.1.4
Care should be taken to ensure that unduly large balances are not built up, especially on current accounts.  Transfers can then be made into a deposit account or high interest account in order to achieve a better rate of interest.

4.1.5
In general, unofficial funds should be considered to be for the benefit of pupils during the period that funds are raised, and only where significant purchases or projects are to be financed should balances be allowed to build up.

4.1.6
Unofficial funds should never be allowed to become overdrawn or incur bank charges.

4.2
Income
4.2.1
It is an important principle that whenever cash passes from one person to another acknowledgement should be given by the person receiving the cash, therefore all income received should be receipted.  The receipt should show the sum collected and the purpose, date and mode of payment (cash, cheque, postal order) using a carbon duplicate numbered receipt book.  Any subsequent transfers of cash between staff should also be recorded.

4.2.2
Receipts should be issued at the time money is received by way of donation or from any person responsible for a school trip or function.

4.2.3
Used receipt books must be retained.  Both the original and copy of cancelled receipts should be kept in the book.

4.2.4
Where cash is collected by members of staff from pupils by instalments (e.g. School Trips etc.), a record in a book or Income Control Record (Appendix 4), showing the amount, and date collected, from each pupil should be kept.  All cash received should be paid frequently to the Treasurer who should agree the cash entries on the record, then sign and date the record maintained by the member of staff, issuing a receipt for the amount submitted for banking.  Individual receipts need not be issued to pupils, but each pupil should have a collection card, which should be signed when monies are received, or if using an Income Control Record (Appendix 4),  this should be available for pupils’ parents to inspect, if requested.

4.2.5
Members of staff organising holidays abroad or trips, where large cash payments will need to be made during the holiday or trip, may sometimes express a preference to retain some of the cash collected to have it readily available.  Such arrangements should never be permitted as they are readily open to abuse and do not allow an adequate audit trail to be maintained.  All collections should be banked by the Fund’s Treasurer, or a person nominated by the Treasurer in his absence, who will arrange to draw suitable amounts in foreign currency and travellers’ cheques, etc., and to have cash available as required.

4.2.6
Income generated by refreshment facilities provided through the unofficial fund, e.g. school tuck shop, should be accounted for using the form of register shown in Appendix 5, any hard-covered notebook being suitable for this purpose.  At the end of each session that the facility has been provided the persons collecting the income should complete and sign the register, thereby verifying the accuracy of the record.  Where these persons are pupils of the school, the register should be countersigned by the member of staff responsible for the activity.

4.2.7
The form of register described above is suitable for any other activity in which cash sales are made.

4.2.8
Where events such as fetes are held and an admission charge is made, pre-numbered tickets should be issued.  A simple record should be kept of the number of tickets sold and the cash received, which should be checked and signed by two persons.  The income should be compared with the numbers attending.  Unsold tickets should be kept.

4.2.9
Unofficial fund monies are to be kept separate from all personal and County Council monies.  Personal cheques should not be cashed.

4.2.10 All money collected should be banked promptly and without deduction, i.e. payments should not be made out of income.  Where cheques are paid in, they should be separately listed on all copies of the paying-in slip to show the amount of the cheque and the name of the drawer.  Pending banking, the money is to be held in a safe or, if no safe is available, in some other secure place and should not exceed insurance limits.

4.3
Expenditure
4.3.1
Payments must be made by crossed cheque signed by two signatories.  These payments should be supported by vouchers or documents in the form of receipts or invoices and retained for audit purposes.

4.3.2
Small cash payments should be made through a separate petty cash account operated as an imprest (float).

4.3.3
Receipts should be obtained whenever possible.  Where this is not possible, a petty cash voucher stating clearly what the expenditure was for, should be signed by the person making the payment and these should be retained for audit purposes.

4.3.4
Expenditure must have received prior approval of the Headteacher (or delegated member of staff).

4.3.5
Teachers in charge of school journeys should keep a simple record of expenditure which would form the detailed voucher for the expenditure incurred.  Individual receipts should be obtained to support expenditure incurred.

4.3.6
These funds must be considered as trust funds and can only be used for the object or purpose for which they were raised.

4.3.7
The funds must not be used to cash personal cheques, or to make loans or advances to any person.
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5.
UNOFFICIAL FUNDS FINANCIAL INSPECTORS

5.1
Financial Inspection requirements

The LEA’s “Scheme for financing schools” requires that:-


Each school operating voluntary or private funds, including the accounts of any trading organisations controlled by the school, must provide the Authority with a formal statement of account to show that such accounts have been subject to financial inspection.


Within six months of the end of the Fund’s accounting year, the school must return to the LEA:-

· a copy of the governors’ minute approving the inspected accounts, certified as correct by the clerk to the governors

· details of the inspector

5.2   Appointment of a Financial Inspector
The Governing Body must appoint a person to inspect the annual statement of account of the fund.  The person appointed must be independent of the running of the fund.

5.3   It is most important that an effective financial inspection is carried out by a person with experience appropriate to the level of turnover of the fund.

5.4   Where an unofficial fund in a school has an annual turnover of not more than £25,000 and a year-end balance of not more than £2,500 the accounts should be inspected by an independent person (i.e. a person who has no direct financial interest in the fund) with experience of financial matters, e.g. a bank official or other person normally engaged in work of a financial nature.

5.5   Where an unofficial fund in a school has either an annual turnover of more than £25,000 or a year-end balance of more than £2,500, then the Council recommends that the accounts should be inspected by a suitably qualified individual whether in an honorary or paid capacity. “Turnover” for this purpose is defined as “either the total expenditure or the total income whichever is the larger”.

        Appendix 7 gives a list of bodies, membership of which would satisfy the criteria “suitably qualified individual”, as detailed above.

 Where schools wish to appoint anyone who is not a member of any of those bodies, they may do so as long as:

· The full governing body are happy that the person is financially competent to carry out the audit and produce the statement required and have approved this at a full governing body meeting.

· The minutes of that meeting reflect that the governors are aware that the person does not meet the GCC recommended requirements for a suitably qualified person, but they accept that risk and are willing to allow them to perform the audit.

5.6   The appointment of any financial inspector must be approved by the Governors and recorded in the minutes and should clearly state the terms of the appointment.  Any inspection fee should be met from the fund.  The financial inspector is required to present an independent report to the Governors (as the body ultimately responsible for the fund) and should therefore be independent of the Governing Body itself.  Consequently, the Governing Body should not appoint one of their own number as inspector.
5.7
Powers
5.7.1
School fund financial inspectors have the right of access to the accounting records and all other supporting records of the fund.

5.7.2
Inspectors are entitled to require such information and explanations from the officer(s) in charge of the fund, as are deemed necessary to carry out their duties.

5.8
Duties
5.8.1
The inspector should carry out such investigations as are required to satisfy himself that:-

(i)
proper books of account have been kept;

(ii)
the annual statement of account is in agreement with such books of account;

(iii) all payments are accounted for and are in accordance with the general purposes for which the fund exists;

(iv) all receipts due have been collected and accounted for;

(v) all assets belonging to the Fund have been accounted for at proper values;

(iv)
there is an effective system of financial control.

5.8.2
If an inspector is not satisfied as to the correctness of the accounts and/or has not succeeded in obtaining satisfactory answers to questions, the matter should be drawn to the attention of the Headteacher and reported to the Governing Body.

5.8.3
If the inspector is satisfied as to the correctness of the accounts, the certificate appended to the ‘Annual Financial Statement’ should be signed (example at Appendix 6).

5.8.4
The financial inspection certificate should cover not only the verification of the existence of the cash and bank balances but also the accuracy of the Annual Financial Statement.

5.9
Notes of Guidance for Financial Inspectors
5.9.1
These items are intended as guidelines only.  They are not intended either to limit the extent of the inspector’s enquiries or to be used as a ticking programme.  What is required is that the inspector conducts sufficient checks to ensure that the accounts fairly represent the transactions for the period under review and to demonstrate to interested persons that money has been properly accounted for and that financial statements are correct.

5.9.2
The inspector should satisfy himself:-

· that all income due to the Fund has been collected and duly accounted for in the accounts and banking records;

· that all expenditure is in line with the purposes of the Fund, has been properly authorised and accounted for;

· that the fund is administered in line with sound internal control principles, and according to the financial  arrangements agreed by the Governing Body;

· proper books of account have been kept;

· that the accounts and supporting records are such as to provide information as to the accuracy of the financial statements submitted to the Governing Body;

· all assets of the Fund have been accounted for at an appropriate value;

-
of the existence of any substantial assets e.g. vans, minibuses, expensive equipment, the amount of cash at the bank and in the hands of officers, as stated in the financial statement;

-
that the accounts are correct;  or qualify the certificate by a note of the items where the inspector was unable to obtain satisfactory evidence of answers to queries raised on the accounting records.

5.9.3
The completed annual statement of accounts, books of accounts, supporting invoices and petty cash vouchers, bank statements or certificates, cheques and paying-in books, receipt books, postage books, and balances of stamps and cash in hand, should all be produced for financial inspection at the same time.  It is useful to have access to any minutes or correspondence to substantiate unusual items of expenditure or income e.g. purchase or sale of a vehicle, writing off a debt, or the making of an ex gratia payment.

5.9.4
Income

Verify that all income due to the Fund has actually been collected and recorded in the accounts.  Ensure that all receipt books are produced and trace all receipts to the cash book.  Tuck shop, special functions, trips and expeditions may be recorded on separate statements;  examine them for date, amounts and certifications, and trace amounts into cash book.  Note payments to bank, comparing cash book entry with bank paying-in slip and bank statement.  As each operation is completed mark the relevant voucher or book entry with a distinctive mark or tick.  Note particularly the frequency of banking.  The amount of cash accumulating between bankings should be kept to a minimum.  Check that cash not banked at the end of the financial year was counted and certified as correct by an independent person.  It may be that income due to the school has  not been collected and is deemed irrecoverable. If this has been written off in the accounts, the inspector should verify that the write-off has been properly authorised.

5.9.5
Expenditure

Ensure all expenditure is in line with the defined purposes of the Fund.  Except for small items purchased from petty cash, each item of expenditure should be supported by an invoice.  Large items of expenditure should be covered by minuted approval.  Invoices or vouchers should be filed in cash book order.


Payments should only be made against suppliers’ official invoices, specifically addressed to the establishment or fund.  Examine the validity of items purchased, amount, and discounts (if any).  Check the invoice amount to the cheque stub for payee and amount and through to the bank statement and cash book.  Mark each operation with a distinctive character, following each transaction through the chain of sequences.


Trace the advances of petty cash from cash book to the petty cash records, noting the amounts of expenditure and the reimbursement.  Check that the level of petty cash is reasonable.  Ensure that bank charges, if any, are included in the cash book expenditure record.


The inspector should verify that all payments have been authorised properly.


Check all totals, and pay particular attention to the accuracy of carried forward and brought forward totals.

5.9.6 Comparisons

It is valuable for the inspector to undertake comparisons.  The inspector should compare:-

· Total receipts and payments for the year being inspected with previous years’ figures; any significant changes should be investigated.

· Receipts and payments shown under the detailed headings in the accounts for the year being inspected with previous years’ figures; any significant changes should be investigated.

· Bankings for the year being inspected with previous years’ figures; any significant changes should be investigated.

· Receipts from activities (e.g. fetes) with what might reasonably be expected, taking into account all factors (e.g. number of visitors, charges, number of stalls), and with previous years’ figures; any significant variances should be investigated.

The inspector should also check that any activities which are intended to be self-funding (i.e. income receipts collected broadly equalling payments made) are actually self-funding as per the accounts.  Any significant imbalance should be investigated.

5.9.7
Bank Statement Reconciliation

It is important that the cash book balance as stated in the accounts is reconciled with the bank statement as at the closing date of the period of account.


A worked example is set out in Appendix 3.

5.9.8
Assets and Value of Stocks in Hand

The operation of a tuck shop, or other sales, can develop into a sizeable venture, in which case it is prudent to value stocks in hand at the close of the period of account.  Ideally an independent member of staff should supervise the stock-take and the calculation of the stock value at cost price.  The stock list and valuation should be certified as being correct.  This is an important facet of the financial inspection as the stock value has a direct bearing on the surplus stated.  An inflated stock figure has frequently concealed long term losses caused by carelessness or peculation.  Stocks will be classified as an asset of the Fund.  The inspector should verify the existence and value of all assets belonging to the Fund and recorded in the accounts.

5.9.9
Sales of Food, Drinks and Other Confectionery Items

After completing the checks on receipts and payments on such activities as the tuck shop bar and sales of other goods, a check should be made on the amount of profit or loss made on these activities.

5.9.10
Outstanding Accounts

The simplicity of the receipts and payments system does not provide for the recording of monies due but not yet received and invoices not yet paid.  The accounts can therefore be misleading and reduce a seemingly healthy surplus to an embarrassing deficit.


The inspector should ask for a statement and evidence of outstanding invoices or receipts and establish their effect on the financial statement or balance sheet (see Appendix 6).

5.9.11
Financial Inspectors’ Certificate

It is necessary for the financial inspector to certify that the accounts have been inspected and found to be correct.  If the inspector is not satisfied as to the authenticity of the accounts he should refuse to certify; or provide a qualified certification.

5.9.12
Full Certificate
“I have examined the accounts of the above fund(s) together with relevant books and vouchers in accordance with the “Unofficial Funds – Manual of Guidance” and I have obtained all necessary information and explanations. I certify that the accounts fairly represent the transactions for the period under review, that monies have been properly accounted for and that the financial statements are correct.”
…………………………………………… Financial Inspector

……………………………………………Date

If financial inspectors have any reservations or comments regarding the annual statement, or the operation of the fund, then the report should be amended to make comment about the specific matters about which there are reservations. Examples of such reservations could include:-

-
overdrawn bank balances

-
transactions outside the scope of the unofficial fund policy

-
ineffective financial control of the fund such as

(i)
signed blank cheques

(ii)
lack of receipting

(iii)
large cash amounts not banked promptly

(iv)
inadequate separation of school and County funds

-
unacceptable level of creditors and debtors at year end.

In such circumstances the financial inspector should qualify his acceptance of the accounts by modifying the above certificate, for example:-

“I have inspected the account together with the relevant books and vouchers and have obtained all the information and explanations necessary.  With the exception of the following:

· The bank balance does not reconcile to the cash book by £24.74

· £36.07 of receipts collected for the Book Fair could not be traced to the cash book,

I am able to certify that:

· proper books of account have been kept;

· the annual statement of account is in agreement with such books of account;

· all receipts due have been collected and accounted for;

· all payments have been accounted for and are in accordance with the general purposes for which the fund exists;

· all assets belonging to the Fund have been accounted for at proper values.

· there is an effective system of financial control”.

…………………………………………… Financial Inspector

…………………………………………… Date
5.9.13
FN12 return

When the end of year financial inspection has been completed the school must complete and return a form FN12 to the Education directorate in Shire Hall.  Details which must be included on this form are:-

-
date of approval of accounts by Governors

-
signature of Clerk to Governors certifying that the inspected accounts have been approved by Governors

-
names, year-end balances, turnover and accounting periods for all unofficial funds of the school

-
Financial Inspector’s certification

-
name, address, contact telephone number, and qualification of financial inspector.

Attached to the FN12 must be a copy of the Minute recording Governors’ approval.

If the school has no unofficial funds a ‘nil’ return must be submitted on the FN12.
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6.
TAXATION

6.1
Income Tax and National Insurance
6.1.1
Unofficial funds should not be used to make payments to staff at the school, or any other persons, for work done at the school unless a supplier’s invoice is submitted to the fund for the work done.

6.1.2
Payment for work done at the school must be made through payroll to ensure that the appropriate income tax and national insurance is paid by the person who has carried out the work.

6.2
VAT Registration
6.2.1
Unofficial funds are not part of the County Council for VAT purposes.  They escape involvement in VAT provided they remain small enough.  If their taxable turnover is expected to exceed the current VAT threshold they have to register for VAT.

6.2.2
If you feel there may be any chance that you need to register for VAT purposes, please seek advice before registering, from Mrs L. Honan, the County Council’s VAT Officer.

6.3
VAT Concessions
6.3.1
The County Council may reclaim any VAT incurred on purchases made with donated funds provided that the following conditions are fully met:

(a)
the Authority makes the purchase itself – i.e. places the order, receives the supply, receives a tax invoice addressed to it and makes payment;

(b)
the Local Authority retains ownership of the purchase and uses it for its own non-business purposes;

(c)
sufficient records of the purchase are kept e.g. goods should be entered on the school inventory;

6.3.2
Problems have occurred in this area in the past, particular attention should be given to the following:

·  Tuck-shop items, e.g. crisps, confectionery etc., for sale in the unofficial fund tuck-shop cannot be purchased via the County Fund in order to avoid VAT.

·  Clothing and sportswear for sale by the unofficial fund cannot be purchased via the County Fund in order to avoid VAT.

6.3.3
It is important to stress that for such transactions the articles purchased become the property of the Authority.  It follows that if such an item is subsequently sold, the proceeds must be paid into the Authority and it should be appreciated that the price must include VAT, since VAT at the current rate will be deducted and paid to HM Revenue and Customs.

7.
INSURANCE COVER

7.1 For schools who have obtained insurance via the County Council, cover is provided for loss of money in:-

a. The premises in the custody of or under the actual supervision of employees.

b. Locked receptacles.

c. Locked safes or strongrooms.

The policy covers losses of up to £250 for unofficial funds.

For schools that have obtained insurance cover from other companies, it should be ascertained what cover is provided for unofficial funds.
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8.
INTERNET BANKING

8.1
Internet banking is now common and can be used with a school fund account. The facilities offered by banks are very similar although how access to the accounts is controlled can vary e.g. number of passwords required, privileges of users restricted depending on need.

8.2
As with any proposed changes to existing banking arrangements the approval of the School Governing body should be obtained.

8.3
It is also important to be very clear (at the outset) about the facilities that will be made available through the service to which the school has signed up. For example, whilst it may only be the school’s intention to use a selection of services (e.g. view statements on-line), it should be borne in mind that the facility may also allow monies to be expended, and this must be taken into account. 

8.4
Passwords to gain access to the accounts should be strictly controlled and these should be allocated to specific members of staff. The password holders should sign a document to verify that they will not disclose their passwords to other staff, and they should acknowledge what actions the password allows (e.g. restricted to online viewing only / making payments up to a limit etc.)

8.5
If passwords become compromised, then the bank should be advised immediately in order that a replacement can be issued. Similarly if a member of staff with access leaves, their password should be cancelled.

8.6
If the school is considering using Internet banking then Audit and Financial Services may be contacted for further guidance.
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9.
REGISTRATION OF SCHOOL FUND AS A CHARITY

9.1
There are advantages and disadvantages in being a registered charity.  Additional administration duties will be necessary, and there are specific audit requirements.  There may be tax benefits.

9.2
Further information is available direct from the Charity Commission.


Registration is effected by submitting an application to them on a form obtainable from:

The Charity Commission

Harmsworth House

13-15 Bouverie Street

London

EC4Y 8DP



APPENDIX  1

UNOFFICIAL FUND CASH BOOK 2004/2005

	Receipts
	Payments

	Date
	Rec No.
	Detail
	Trips
	Donations
	Tuck Shop
	Fete
	Drama
	Bankings amount
	Bankings Date
	Date
	Cheque No.
	Detail
	Trips
	Donations
	Tuck Shop
	Minibus
	Stationery
	Drama
	Misc
	Petty Cash
	Bank

	01/09/04
	
	B/F Bal
	
	
	
	
	
	
1060.00
	
	01/09/04
	110339
	Advance to Petty Cash Imprest


	
	
	
	
	
	
	
	10.00
	10.00

	01/10/04


	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	12/11/04
	161
	Tuck Shop Sales


	
	
	15.12
	
	
	
15.12
	05/12/99
	01/10/04
	
	RSPCA
	
	
10.00
	
	
	
	
	
	
	 10.00

	08/12/04
	162
	Trip Deposits


	125.00
	
	
	
	
	
125.00
	10/12/99
	12/11/04
	110340
	Cadburys
	
	
	106.99
	
	
	
	
	
	106.99

	19/02/05


	163
	M A Smith
	
	15.00
	
	
	
	
15.00
	25/02/00
	12/01/05
	110342
	Play Exps.
	
	
	
	
	
	44.80
	
	
	 44.80

	20/03/05
	164
	Cake Stall
	
	
	
	72.00
	
	
72.00
	23/03/00
	15/02/05
	110343
	Thomas Cook


	125.00
	
	
	
	
	
	
	
	125.00

	20/05/05
	164
	Raffle
	
	
	
	80.00
	
	
80.00
	23/05/00
	22/03/05
	-
	Diesel
	
	
	
	7.00
	
	
	
	
	    7.00



	22/05/05
	165
	Tuck Shop
	
	
	50.67
	
	
	
50.67
	27/05/00
	31/05/05
	-
	Schweppes
	
	
	169.65
	
	
	
	
	
	169.65



	01/06/05
	166
	Summer Play
	
	
	
	
	142.50
	 142.50
	04/06/00
	31/05/05
	-
	Smith Petty Cash


	3.00
	
	0.50
	1.75
	3.00
	
	0.50
	
	    8.75

	04/06/05
	167
	Trip Balance


	550.00
	
	
	
	
	550.00
	07/06/00
	16/06/05
	110344
	Thomas Cook
	550.00
	
	
	
	
	
	
	
	550.00

	05/06/05
	168
	Tuck Shop


	
	
	100.00
	
	
	 100.00
	08/06/92
	30/06/05
	
	Bal C/F
	
	
	
	
	
	
	
	
	1178.10

	
	
	
	675.00
	15.00
	165.79
	152.00
	142.50
	2210.29
	
	
	
	
	678.00
	10.00
	277.14
	8.75
	3.00
	44.80
	0.50
	10.00
	2210.29
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APPENDIX  2

FINANCIAL STATEMENT FOR ACTIVITIES

Activity__________________________________________________________________________
Date    _________________________________   Venue __________________________________
No. of Persons in Attendance  ________________________________________________________
Details of Charges    ________________________________________________________________
	Receipts
	Estimate
	Actual
	
	Payments
	Estimate
	Actual

	
	£
	£
	p
	
	
	
	£
	p

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	Loss
	
	
	
	
	Profit
	
	
	

	Total
	
	
	
	
	Total
	
	
	


Statement prepared by _______________________     Activity approved by ____________________
Date
                           _______________________      Date      _____________________________
Certified correct            _______________________

Date
                          _______________________



APPENDIX  3

BANK RECONCILIATION

	Reconciliation at 1st September 2005

	Cash Book Balance as at 1/9/2005


	      £

1,060.00

	Add
	cheques drawn but not yet presented:-
	

	
	            110344                  150.34

            109763                    27.20
	

	
	
	    177.54

	
	
	

	Less
	income received but not yet credited:-


	

	
	            001069                   13.60

            000925                     2.30


	     (15.90)

________

	Balance at bank as at 1/9/2005

	  1,221.64



Signed …………………………………….


Date  ………………………………………



APPENDIX  4

INCOME CONTROL RECORD

Activity
___________________________
Date
________________
Staff Responsible
___________________________

	
	
	Payments Received

	Pupils Taking Part
	Total Charge
	Date
	
	
	
	
	
	
	
	
	
	Total

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Date Paid

to Office

Office Receipt

Number
	
	
	
	
	
	
	
	
	
	



                                                                                                                                               APPENDIX  5

TUCK SHOP REGISTER

	Date
	Amount
	Collected By
	Agreed By

	
	
£
  p
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


APPENDIX  6
SPECIMEN FINANCIAL STATEMENT
Annual Statement of Financial Transactions of Unofficial Funds

Year Ending 31st August 2005

School ______________________________________________________________

	Receipts
	Payments

	Balance b/f 1st Sept. 2004
	£
	Expenditure
	£

	
	
	
	

	
Current A/C
	1060.00
	
Tuck Shop
	277.14

	

	
	
Donations
	10.00

	
	
	
Play Expenses
	44.80

	
	
	
School Trips
	678.00

	
	
	
Mini-bus Diesel
	8.75

	
	
	
Stationery & Postage
	3.00

	
	
	
Miscellaneous
	0.50

	
	
	
	

	Income
	
	Balance c/f 31st August 2005
	

	
	
	
	

	
School Trips
	675.00
	
Current A/C
	1178.10

	
Tuck Shop
	165.79
	
Cash
	10.00

	
Donations
	15.00
	
	

	
Play receipts
	142.50
	
	

	
Fete
	152.00
	
	

	
	     _______
	
	     _______

	
	2210.29
	
	2210.29

	
	
	
	


Supplementary Notes

(i)
The approximate value of invoices owed by the fund at the end of the year was £69.83.

(ii)
The approximate value of sums due to the fund at the end of the year was £14.72.

(iii)
The approximate value of goods in stock (i.e. tuck shop) at the end of the year was £150 (Stock previous year was £75).








___________________________________








Hon. Fund Treasurer








___________________________________








Hon. Fund Financial Inspector











APPENDIX 7

UNOFFICIAL FUNDS IN SCHOOLS

SUITABLE PROFESSIONAL BODIES TO WHICH FINANCIAL INSPECTORS OF 

SCHOOL FUNDS OVER £2,500 YEAR END BALANCE OR 

£25,000 ANNUAL TURNOVER SHOULD BELONG

1.
Accountancy

(a)
Institute of Chartered Accountants in England and Wales

(Chartered Accountants Hall, PO Box 433, Moorgate Place, 

London EC2P 2BJ


Exams include – Auditing, Financial Planning, Financial Accounting

(b)
Institute of Chartered Accountants of Scotland

(27 Queen Street, Edinburgh, EH2 1LA)


Exams include – Auditing, Financial Accounting

(c)
Institute of Chartered Accountants in Ireland

(Chartered Accountants House, 87-89 Pembroke Road, Dublin 4, Dublin)


Exams include – Auditing, Financial Accounting

(d)
Chartered Association of Certified Accountants


(29 Lincoln’s Inn Fields, London WC2A 3EE)

(e)
Chartered Institute of Public Finance and Accountancy

(3 Robert Street, London WC2N 6BH)


Exams include – Auditing, Accounting

(f)
Chartered Institute of Management Accountants

(63 Portland Place, London W1N 4AB)


Exams include – Accounting, Economics, Control and Audit, Financial Management

(g)
Association of Accounting Technicians

(154 Clerkenwell Road, London EC1R 5AD)


Exams include – Auditing, Accounting

(h)
Institute of Internal Auditors – UK
(3 Abbeville Mews, 88 Clapham Park Road, London SW4 7BX)

2.
Banking

(a)
Chartered Institute of Bankers

(10 Lombard Street, London EC3V 9AS)


Exams include – Banking, Finance, Law, Economics, Accountancy, Investment

(b)
Chartered Institute of Bankers in Scotland

(19 Rutland Square, Edinburgh, EH1 2DE)


Exams include – Banking, Finance, Law, Economics, Accountancy, Investment
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