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3. [bookmark: _Toc310858387][bookmark: _Toc310858388] Introduction
The Senior Management Team within Manchester University recognised the need to review and improve the month end processes, management information, working environment and other infrastructure to upgrade the effectiveness of the University.

The Project team will work in the following areas

· Month end timetable
· Month end accounting adjustments
· Month end variance analysis and reporting
Each process contains a process map a description and details of the required inputs into the process and the expected outputs once the process has been completed. In order to progress through the process there are a number of key stages that require specific criteria to be met in order to continue. Where these are present the criteria have been documented within each section.  
The processes in this document are mapped against a month end timetable.  This assumes the full month end process will be completed within 8 working days starting from payroll posting on working day minus 3 and ending with Director of Finance consolidated accounts sign off on working day 4.  
The fundamental driver for this change is to create standardisation and efficiencies so that we will be able to refocus minds and time in the finance teams to provide support within the business and develop financial partnerships to add value where it is needed, driving change and understanding across the academic communities so we become an asset to their decision making
The key principles in delivering this process are: 
· Understanding materiality in decision making:  this process only allows time for material and important accounting adjustments which facilitates a faster reporting process for senior management. A material error is one where the magnitude of an omission or misstatement of accounting information that, in the light of surrounding circumstances, makes it probable that the judgment of a reasonable person relying on the information would have been changed or influenced by the omission or misstatement 

· Centralised month end accounting adjustments; a measure to reduce the time spent posting identical journals several times over and encourage departmental accountants to focus time on review and understanding rather than running spreadsheets.  All local journals will be monitored and queried as part of housekeeping processes.  This method also ensures a cleaner audit trail and reconciliation of key balances for any year-end accounting adjustments.

· Exception reporting on variance analysis; commentary should be succinct and focussed on identifying key issues,  explanations are only required for material variances which enables time to be focussed on analysing financial records, understanding variances and reforecasting rather than writing pages of reports that add no value.



We have also provided a list of housekeeping tasks and reconciliations that are assumed to be undertaken on a monthly basis in order to maintain accurate accounting records.  This is a fundamental requirement of delivering a shorter month end and must be effectively managed and monitored.  
The new approach to reporting uses the first and last of the key principles listed above.  Commentary must be short and succinct.  Only material variances should warrant a comment
· Schools and Faculties provide a single page headlines report for consolidation – (Housekeeping allows time for extra detail for budget holders on day 2 and 3)

· Subsidiaries reports are a month in arrears, reporting budget for current month.  Subs will continue to follow local timetables for reporting to their boards and variance analysis will always be based on prior months local 

· Commentary is by exception to explain any material or important variances.  Qualified Accountants will be expected to use their own professional judgement on what constitutes a material or important variance with reference to the definition listed above, i.e. the magnitude of omission could change or influence the reader. The audience will be HOFFRA, HOFF, DOF.

· Commentary should always ‘tell the story, i.e’ a comment has to give a reason to explain a variance.  The fact that the variance exists is clear in the accounts, there is no added value in commenting on a variance without the reason for it. 

· A forecast outturn will be produced quarterly alongside variance analysis with summary of key material reasons for divergence from budget

· The consolidated pack for distribution to senior management includes

· UoM Headlines – commentary by exception to explain  (supplied by Consol Accountant day 1, commentary day 3)
· Cashflow Report – cash is to become more important under the new SORP (supplied by Cash Accountant day 3)
· Balance Sheet – commentary by exception on prior year rather than budget (supplied by Consol Accountant day 2)
· Investment Performance – one month in arrears due to timing of investor report falling 2nd week in month. (supplied by Corp Accounts day 1)
· Research Report – this is a detailed analysis of research which can be developed to include awards data (supplied by HOCRF day 2)
· Tuition Fee Report – quarterly update of income vs student numbers and forecast outturn (supplied by Consol Accountant day 3)
· Summary by Area – tables to show key variances by area to supplement headline commentary.  This will be distributed for review centrally to generate any questions on key variances and passed to departments before the final headlines are submitted.  This will enable commentaries to be focussed on areas of central concern  (supplied by Consol Accountant day 1)
· Faculty and Shared Services Headlines – Areas are responsible for ensuring these reports are consistent with the UoM Headlines format as they will not be amended centrally.  (submitted by departments on day 2)

The new month end timetable below includes an indication of the time taken for each area to complete the month end processes
It is anticipated that this document will form the basis of an ongoing Month End Document to include relevant sections in the future.  As such this document will form the core of any future process improvements.
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The colours are used to separate the working days.  The process map reference is shown in column 3 and the end columns show the indicated number of hours that each department will spend on completing the process.  Timings vary as these are first estimates and areas that are to be focussed on for continuous improvement are highlighted in bold text.  SS = Shared Services, MA = Management Accounts central team


Housekeeping requirements are listed below, this list is expected to grow during the implementation of the month end process and enable local managers to understand the allocation of staff time between housekeeping and business as usual.
[image: ]
4. 

4. Glossary of Terms

[bookmark: _Toc206900281][bookmark: _Toc206912770][bookmark: _Toc207016836]
Organisation
An ‘organisation’ refers to a commercial customer from the Public or Private Sectors.
[bookmark: _Toc206900282][bookmark: _Toc206912771][bookmark: _Toc207016837]

SPOT
Is the Single Point of Truth, which is Manchester Universities customer management system.

CP
Refers to Corporate Planner reporting system


Materiality


5. Diagram Conventions

The output of our work is in the form of process maps (written in a software product called Visio) that describe the activities which take place and the key decision points that determine the course of action to be taken by the team. An example of the process map is below.

Off Page References are used to show the process flows into a new process defined elsewhere 
On Page References are used to denote a handover in responsibility and could relate to an existing SLA or OLA


Every process in this document is accompanied with an overview of the process, the inputs to the process and the potential outputs together with any process specific improvements and any validation or rules that govern the movement into the next process.

6. End to End Processes
6.1. 
Consolidation all subs 
6.1.1.  Description
The key output of this process is to ensure the consolidation of all subsidiaries and that the relevant balances eliminate across the university. The subsidiary numbers will be based on prior month actuals plus current month budget.

6.1.2. Inputs
· Corporate Planner (“CP”) upload template.
· Debtors and Creditor statement to TPU (AP) sent by Subs.
· Calculation of accruals sent to Corporate Accounts.
· Spreadsheet to calculate CP upload (prior month actual – prior month budget + current month budget)
· Subsidiary accounts in CP format
· Subsidiary management accounts


6.1.3. Outputs
· Reconciliation of statements and accruals calculated by AP.
· Intercompany accruals produced based on budget and any significant differences / variances by Corporate Accounts.
· Schedule of eliminations calculated by Corporate Accountant.
· Update of eliminations to CP.
· Variance analysis referencing the prior month’s accounts commentary.


6.1.4. Criteria
· To ensure that all subsidiaries are consolidated and the intercompany balances eliminate across the university.

6.1.5. Key Measures
· Successful elimination on consolidation of all subsidiary intercompany balances across the university.
· Any balancing figure should be taken to accrued income and any material balance reviewed and communicated.
6.2. 
Month End Process: Conference Events Income Accrual (UMC)





6.2.1.  Description
The key output of this process is ensure that conference events income that has not yet been invoiced is recognised, via accrued income, into the accounts (Manchester conference centre only).

6.2.2. Inputs
· Spreadsheet of non-billed events.
· Pre-templated spreadsheet split by income type and venue.


6.2.3. Outputs
· Reversing journal processed to reflect income not yet invoiced.


6.2.4. Criteria
· To ensure conference events income is accurately reported in the accounts.


6.2.5. Key Measures
· Accurate record of conference events income that can be verified and audited at any time.


6.3.  Month End Process:  Dividend Income – Monthly Accrual




6.3.1.  Description
The key output of the process is to derive an estimate of dividend income against each endowment to enable an accrual to be processed into the accounts.  

6.3.2. Inputs
· Detail of each individual endowment.
· Prior six month period total dividend income to provide basis of accrual.
· ‘403 GL Activity Codes Set up Detail’ report to identify number of shares per endowment.


6.3.3. Outputs
· Dividend calculated based on number of shares of each endowment.
· Dividend income reversing journal processed on day minus 1 


6.3.4. Criteria
· The dividend income monthly accrual should provide a meaningful estimate of expected income for each individual endowment.


6.3.5. Key measures
· Estimate of dividend income due against each individual endowment on a consistent basis that can be measured against actual income received as and when appropriate.


6.4. Month End Process: Accounting for Monthly Movements in the Market Value of Investments



6.4.1.  Description
The key output of this process is to correctly calculate and adjust for any monthly movements in the market value of investments.

6.4.2.  Inputs
· Monthly fund valuation reports for the relevant month.
· %age split between endowment funds and other investments.
· Number of shares allocated to each classification of endowment; ie. restricted permanent, unrestricted permanent and restricted expendable.
· The number of shares allocated to each of the restricted expendable endowments accounts.


6.4.3.  Outputs
· Journal processed to recognise the market value movement in the month.

6.4.4.  Criteria
· The total monthly market value movement is split between endowments and other investments recording the split between the three classifications of endowment.  The proportion allocated to the restricted expendable element is further split by individual endowment.


6.4.5.  Key Measures
· Accurate reporting of the market valuations of investments ensuring that the proportion of income is derived correctly and recorded accurately within the relevant endowment / investment category.   Balances should be available to verify or audit at any time.


6.5. Month End Process: Allocation of Dividend Income 



6.5.1.  Description
The key output of this process is to identify and request a drawdown of the dividend income due and ensure it is allocated accurately to the appropriate endowment.

6.5.2.  Inputs
· Dividend income available to drawdown notified, via email, by the Investment Managers.
· Letter to request dividend drawdown sent to Investment Managers.
· Number of shares per endowment.


6.5.3.  Outputs
· When the valuation reports are received – either January or July – the dividend income received is reconciled with the report and any differences are investigated.
· Journal posted to recognise the dividend income received; apportioned between individual endowments based on the number of shares per endowment.

6.5.4.  Criteria
· The allocation of dividend income process is to ensure accurate recording of dividend income, when received, against the appropriate endowment.


6.5.5.  Key Measures
· Accurate recording of dividend income against the appropriate endowment apportioned based on the number of shares per endowment.


6.6. Month End Process: Overspend Review – Restricted Permanent Endowments



6.6.1. Description
A Restricted Permanent Endowment is defined as an endowment where the donor has specified the fund to be permanently invested to generate an income stream for a particular objective.
The key output of this process is to identify and, if necessary, correct any overspend balances identified on any of the Restricted Permanent Endowments.  Endowment owners should not spend more than the balance on the endowment unless there is an exceptional reason for doing so.

6.6.2. Inputs
· Initial transfer of Dividend Income and Expenditure process complete.
· ‘201 GL Balances Grid’ report on IE code 9906.
· Where a debit balance exists an email is sent to the Endowment & Donation Leads to provide a detailed breakdown of all Restricted Endowments.

6.6.3. Outputs
· Record of debit balances that exist to investigate further and correct, if appropriate.
· An email from Endowment & Donation Leads to provide additional information regarding debit balances that do not need correcting.
· If an error is identified, a journal is processed to transfer the costs to a correct activity code by day minus 1.


6.6.4. Criteria
· The month end overspend review on restricted permanent endowments should ensure that only relevant and correctly identified expenditure is charged to the appropriate endowment while ensuring any genuine overspends are clearly identifiable and justified.


6.6.5. Key Measures
· Accurate record of expenditure permitted to be charged against the restricted permanent endowments and providing suitable evidence that all remaining debit balances can be verified and audited at any time.

6.7. Month End Process: Overspend Review / Accounting for Expenditure from Capital – Restricted Expendable



6.7.1.  Description
A Restricted Expendable Endowment is defined as an endowment where the donor has specified a particular objective, other than that of the purchase or construction of a tangible fixed asset, and the university can convert the donated sum into income.
The key output of this process is to identify allowable expenditure against individual endowments where capital elements are permitted to be spent and ensure that the value of the remaining capital is reflected correctly within the endowment assets valuation.  Endowment owners should not spend more than the balance on the endowment unless there is an exceptional reason for doing so.

6.7.2.  Inputs
· ‘201 GL Balances Grid’ report on IE code 9946.
· Current share price to determine revised endowment asset valuation as required.


6.7.3.  Outputs
· Journal processed to reduce the endowment capital balance by the sum of the net debit balance incurred as allowable expenditure.
· A recalculation to derive the number of shares that the revised capital value represents using the current share price available.  This is required to reflect the reduction in Endowment Assets.


6.7.4.  Criteria
· The overspend review and accounting for expenditure from Capital – Restricted Expendable endowments is to determine whether expenditure against the capital element of an individual endowment, where permitted, is reported correctly and ensuring the valuation of the endowment assets is correctly reflected within the accounts.


6.7.5.  Key Measures
· Control of the expenditure to ensure that it is permissible to for expenditure to be incurred against the capital element of the individual endowment and subsequently revalue to the endowment assets to reflect the reduction in capital value.  These balances should be able to be verified and audited at any time based on the relevant current share price.  Additionally, the “Apportionment of Investments between the CIF and General Fund” should be calculated and updated accurately.


6.8. Month End Process: Purchase of a Fixed Asset from Endowment – Restricted Permanent



6.8.1. Description
The key output of this process is to ensure that a fixed asset purchased via an endowment is done so in accordance with university policy which states that only accumulated income of a Restricted Permanent Endowment can be spent. Depreciation cost is on all codes starting with 65, Depreciation 90xx codes as follows: 9003, 9013, 9018, 9023, 9029, 9033, 9043, 9053.

6.8.2. Inputs
· Purchase and commissioning of an asset advised to be funded from an endowment.
· Fixed Asset Register.
· Overspend review in accordance with the “Overspend Review – Restricted Permanent Endowments” process.


6.8.3. Outputs
· Journal processed to charge the appropriate depreciation on a monthly basis in line with the month end processes on day 0.
· At year-end, the purchase of the fixed asset is recognised as expenditure from the endowment as part of the “Transfer of dividend income and expenditure to Restricted Permanent Endowment Reserve” process.


6.8.4. Criteria
· The purchase of a fixed asset from endowment – restricted permanent process is to ensure that fixed assets are only purchased from accumulated income of a restricted permanent endowment and that they do not generate an overspend in future months.
· Additionally, the assets purchased need to recognised correctly at year-end in accordance with the “Transfer of dividend income and expenditure to Restricted Permanent Endowment Reserve” process.


6.8.5. Key Measures
· Accurate recording of depreciation charges against the appropriate endowment to ensure that the relevant endowment is not in an overspent position.  These balances should be available to verify and audit as appropriate.


6.9. Month End Process: Purchase of a Fixed Asset from Endowment – Restricted Expendable



6.9.1. Description
The key output of this process is to ensure that a fixed asset purchased via an endowment is done so in accordance with university policy which states that accumulated income and the capital of a Restricted Expendable Endowment can be spent.

6.9.2. Inputs
· Purchase and commissioning of an asset advised to be funded from an endowment.
· Fixed Asset Register.


6.9.3. Outputs
· Journal processed to charge the appropriate depreciation on a monthly basis in line with the month end processes day 0.
· At year-end, the purchase of the fixed asset is recognised as expenditure from the endowment as part of the “Transfer of dividend income and expenditure to Restricted Permanent Endowment Reserve” process.


6.9.4. Criteria
· The purchase of a fixed asset from endowment – restricted permanent process allows for an asset to be purchased from both accumulated income and the capital element of the restricted expendable endowment.  Additionally, the assets purchased need to recognised correctly at year-end in accordance with the “Transfer of dividend income and expenditure to Restricted Permanent Endowment Reserve” process.


6.9.5. Key Measures
· Accurate recording of depreciation charges against the appropriate endowment to ensure that the relevant endowment is not in an overspent position and to ensure there is an appropriate capital balance and accumulated income balance available at the outset.  These balances should be available to verify and audit as appropriate.


6.10. Month End Processes:  Pay Reconciliation & Suspense Accounts



6.10.1.  Description
The key output of this process is to reconcile payroll to produce a meaningful variance analysis of pay processed within the month.

6.10.2.  Inputs
· Payroll posted process complete.
· Details of suspense account to be cleared.
· Report xxx.
· Variance analysis spreadsheet.


6.10.3.  Outputs
· Correction journals to clear suspense report (non-reversing).
· Produce Variance Analysis.
· Communications of misposts to HR / HoSA.


6.10.4. Criteria
· The pay reconciliation should provide the means to assess the accuracy of the budgeted posts and the actual costs incurred in the period / YTD by person.


6.10.5. Key Measures
· The successful reconciliation of payroll for review by HoFFRA or equivalent on a monthly basis.
· Payroll misposts corrected on a timely basis.


6.11. 
General Research Provisions

6.11.1.  Description
The key output of this process is to identify all overspends on Research codes and, in these instances, identify whether there are errors requiring correction or whether there is a risk of doubtful income.  In both instances a journal is processed to either correct the expenditure or provide for the doubtful income.  Any provision should be split between both the provision for invoiced income and the provision for accrued income.
Monitoring of codes for a provision is an ongoing process throughout the month.  The provision itself must be agreed and any adjustments made to the accounts by day -1.

6.11.2. Inputs
· Updated list of R codes.
· PSI report to identify grants overspent.
· Email to SRFO for overspend investigation.
· Schedule of accrued income required on research balances required.

6.11.3. Outputs
· Grant overspend schedule.
· Schedule of corrections required to be reviewed by the Research Accountant.
· Genuine doubtful income identified to be reviewed by the Research Accountant.
· Journal processed for corrections (SRFO).
· Journal processed for doubtful income (Research Accountant).
· Journal processed to accrue income against research balances.
· Reconciliation to compare any codes where there is both accrued income and a provision.  If this occurs then a provision against accrued income adjustment journal is processed.

6.11.4. Criteria
· To ensure that all Research income is accurately reflected and, in instances where an overspend exists, to establish whether there is an error requiring correction or whether a provision for doubtful income should be established.


6.11.5. Key Measures
· Accurate estimates of Research income reported in the accounts following review of overspends either requiring correction or a provision for doubtful income to be established.  In instances of doubtful income a provision should be made against both invoiced income and accrued income with a schedule that can be verified and audited at any time.
6.12. 
Month End Process:  Tuition Fees Deferrals (Oct to July) – Campus Solutions invoicing



6.12.1. Description
The key output of this process is to provide an accurate deferral income estimate against tuition fees to accurately reflect income to be recognised in respect of students recorded in Campus Solutions with fee income attached in Oracle Financials.
Income is recognised in line with student attendance:
UG – 12 months; August to July
PGT – 12 months; September to August
PGR – 12 months; from start month

6.12.2.  Inputs
· Student Services Sales Invoices processed via Campus Solutions into Oracle Financials.
· Campus Solutions Report.
· Oracle Report.
· Architects invoicing information from MMU


6.12.3.   Outputs
· Once reconciled produce exceptions report to send to Student Services.
· Deferral calculated.
· Tuition Fee income deferral reversing journal processed day minus 1.
· Tuition Fee Deferral file made available to relevant distribution list.
· Production of Variance Analysis of tuition fee income and student numbers in school.
· Production of Full Year forecast of tuition fee income and student numbers in school.


6.12.4.  Criteria
· The tuition fee income deferral should result in a meaningful estimate of YTD income recognised in the accounts and an estimate of future income to be recognised.


6.12.5.  Key Measures
· An accurate estimate of income recognised, by student, for each academic year that can be verified and audited as required.
· GL invoices tuition fees
· Nursing
· MBS exec ed
· Architecture


6.13. Month End Process: Adjustment Journals Residences & Hall Fee Income Deferral



6.13.1.  Description
The key output of this process is to review invoicing and confirm actual start and end date in time for year end.

6.13.2. Inputs
· GL201 balances report – ie codes 1500, 1501….
· Phasing spreadsheet depending on UG or PG students.

6.13.3. Outputs
· Residence and Hall Fee Income deferral calculation.
· Journal processed to reflect income deferral.

6.13.4. Criteria
· To ensure residencies and hall fee income is recognised accurately in line with the period the student / resident is staying.


6.13.5. Key Measures
· An accurate estimate of income recognised for residencies and hall fee income that can be verified and audited as required.



6.14. Month End Process: Capital Prepayments



6.14.1.  Description
The key output of this process is to identify capital assets that have been charged to the accounts but have not yet been received and, therefore, should be prepaid until such a time as they are received.
The university does not normally make payments in advance for goods or services but this can occur when bespoke scientific equipment is being manufactured and companies require a deposit.
It should be noted that the financial regulations require all such payments to be appropriately approved by senior management and a suitable guarantee obtained to protect if the supplier fails to deliver.

6.14.2. Inputs
· GL report 304 for un-commissioned assets (IE 9012. 9022, 9032, 9042) and capital prepayments (IE 9367)

6.14.3. Outputs
· Schedule of un-commissioned equipment that has not yet been received.
· Email to technical owners of assets to request notification of receipt of asset.
· Reversing journal processed to transfer assets not yet received to 9367.


6.14.4. Criteria
· To ascertain whether an asset should be prepaid or not on the basis that no goods have been received.


6.14.5. Key Measures
· Accurate reporting of advance payments in respect of capital equipment so that the capital equipment is correctly classified as a prepayment instead of an un-commissioned capital equipment in the accounts.  A schedule of balances should be available to be verified and audited at any time.


6.15. Month End Process: Disposals of Equipment >£50k 



6.15.1.  Description
The key output of this process is to ensure that the disposal of any asset held on the fixed assets register (assets of a value of over £50k) has been treated correctly to ensure that the costs, accumulated depreciation and net book value of the assets is accurately reported within the accounts.

6.15.2. Inputs
· Academic identifies need to dispose of an asset.
· Disposal form to be completed.


6.15.3. Outputs
· Completed disposal form; signed by HoSF or, for assets with a net book value of more than £1,000, the HoFF.
· Journal processed to action the disposal.


6.15.4. Criteria
· To ensure that the relevant disposal form has been completed correctly to enable the disposal to be accounted for within the accounts.


6.15.5. Key Measures
· Accurate record-keeping of asset disposal to ensure the Fixed Assets Register reflects an accurate record of assets that are in full working order across the university.  Additionally, the disposal of assets should be accurately recorded within the Fixed Assets Register to ensure that information is available to generate the relevant note to the year-end financial statements as required.


6.16. Month End Process:  GRNI



6.16.1.  Description
The key output of this process is to provide an accurate accrual of costs to be recognised into the accounts for open orders where goods have been received but not invoiced. 

6.16.2.  Inputs
· GRNI report to identify orders to be accrued filtered to exclude interco, anything over six months old, call-off orders and balance sheet (ie. Capital).


6.16.3.  Outputs
· GRNI accrual reversing journal processed.
· File to circulate to relevant distribution list to verify accruals posted into each of their sections.


6.16.4.  Criteria 
· The GRNI accrual should result in a meaningful estimate of costs derived from open purchase orders that have been goods receipted but have not yet been invoiced by the relevant supplier.  This should consider all open purchase orders over the course of the last 12 months and be adjusted for call off orders and VAT (where applicable).


6.16.5.  Key Measures 
· An accurate estimate of expenditure, by open purchase order where goods have been receipted and not yet invoiced by the supplier, recognised in the accounts recorded in such a way that they can be verified and audited as required.






6.17. Month End Process: Land & Buildings – Capital Project Accruals (inc retentions) 



6.17.1.  Description
The key output of this process is to ensure that capital projects are accounted for correctly in accordance with the Project Manager (“PM”) spend profiles for each capital project (inc retention values).

6.17.2. Inputs
· GL report 303 to review invoices received on day minus 0.
· AP29 report to verify invoices received but not accounted (on hold).
· PSU.invoices@manchester.ac.uk review for supplier invoices not yet registered on Oracle Financials.
· PM spend profiles.
· QS valuation certificate to show the value of work completed and retention balance agreed.

6.17.3. Outputs
· Review of PM spend profiles against invoices received to enable accounting adjustment to be calculated for each capital project.
· Reversing journal processed to adjust capital project expenditure to align to the PM spend profile by working day minus 1, 1pm.
· Reversing journal processed to accrue for the relevant retention values of each capital project by working day minus 1, 1pm.
 
6.17.4. Criteria
· To accurately calculate the costs to be recognised against a capital project (inc retention values) for each individual capital project in line with the PM spend profile.

6.17.5. Key Measures
· Accurate recording of actual costs incurred to date for each capital project (inc retention values) within the accounts in line with the PM spend profile which considers the invoices received, retentions due per the valuation certificate and stage completion of the capital project.  The costs of the capital projects should be recorded so that they can be verified and audited as and when required.



6.18. Correction in GL of EAM, generate Labour costs Journal




6.18.1.  Description
The key output of this process is that general labour costs for maintenance are recorded correctly into accounting records. The EAM system posts labour costs which are already accounted for via payroll causing double counting.

6.18.2.  Inputs
· Schedule of work order labour.
· EAM sub ledger close for period.
· 92s_EAM01 monthly department recharge report.

6.18.3.  Outputs
· Journal processed to record work order labour in EAM.
· Journal processed to record work order labour in UMC for the non-chargeable labour element.
· Month-end accounts for maintenance area managers and their teams.

6.18.4.  Criteria
· To ensure that maintenance labour costs are accurately reported taking into consideration chargeable or non-chargeable labour costs.

6.18.5.  Key Measures
· Accurate reporting of chargeable labour costs within the accounts while being able to identify non-chargeable labour element as required.

6.19. 
Month End Process: Food in Advance Adjustment Journal



6.19.1.  Description
The key output of this process is to reconcile monies used on “Food in Advance” cards and any unspent monies on the cards to ensure that income is recognised correctly and unspent monies is held as a liability on the Balance Sheet.

6.19.2. Inputs
· Uniware Software to interface with Oracle Financials.
· Oracle Report GL303.
· Uniware report “Food in Advance Takings”.


6.19.3. Outputs
· Reversing journal processed to record the unspent monies as a Liability on the Balance Sheet.


6.19.4. Criteria
· To ensure all that all unspent monies on “Food in Advance” cards is recorded correctly on the Balance Sheet.


6.19.5. Key Measures
· Accurate recording of monies held on the “Food in Advance” cards to reflect the liability held by the university.


6.20. Month End Process: Food on Campus Accrual 



6.20.1.  Description
The key output of this process is to ensure that the cash takings recorded within Uniware are correctly reported into Oracle Financials.
6.20.2. Inputs
· Uniware Software to interface with Oracle Financials. 
· Oracle Report GL303.
· Uniware “Last day Takings” report.


6.20.3. Outputs
· Journal processed to reflect the difference between takings recorded in Uniware and takings recording within Oracle Financials.


6.20.4. Criteria
· To ensure that takings are reflected correctly in the university accounts using the data available from Uniware.

6.20.5. Key Measures
· Accurate recording of takings by “Food on Campus” to accurately reflect monies in the university accounts.



6.21. Month End Process: Short & Long Term Deposit Interest Accrual



6.21.1.  Description
The key output of this process is to ensure that interest receivable due on all short and long term deposits held is recognised within the accounts.

6.21.2. Inputs
· Record of all short / long term deposits held.


6.21.3. Outputs
· Interest calculation against each deposit.
· Journal posted to recognise interest receivable on day 0, 8am.


6.21.4. Criteria
· To ensure interest receivable is recorded accurately into the accounts.


6.21.5. Key Measures
· Accurate record of interest receivable due on all short and long term deposits that can be verified and audited at any time.






6.22. Month End Process: RBS Monthly Accrual



6.22.1.  Description
The key output of this process is to ensure that RBS credit card charges incurred in the period are accrued in the accounts allowing for expenditure to be recognised in advance of the statement being received.

6.22.2. Inputs
· RBS Smart Data Online (“SDOL”) download.
· List of school suspense accounts.


6.22.3. Outputs
· Anomaly reports sent to FOMS to action retraining of Card Holder as appropriate.
· Reversing journal to process RBS transactions not yet charged on day 0.



6.22.4. Criteria
· To ensure RBS credit card expenditure in recognised in the relevant period in the absence of the actual credit card charges.


6.22.5. Key Measures
· An accurate accrual on the basis of the RBS credit card SDOL report that can be verified and audited as required.


6.23. Month End: Treasury Erasmus Journal




6.23.1.  Description
The key output of this process is to ensure the accurate reporting of expenditure incurred by students on pre-paid cards, who are eligible for British Council Grant funding, while studying abroad in Europe.  

6.23.2.  Inputs
· British Council Grant Funding details to allocate funds to the individual student pre-paid Erasmus card.
· Invoice to provide breakdown of expenditure, by student, based on expenditure incurred on pre-paid Erasmus card.
· Monthly bank statement for relevant Euro bank account to verify receipts.

6.23.3.  Outputs
· Recording of British Council Grant Funding bi-annual receipt.
· Transferring of funds to the pre-paid Erasmus card.
· Recording of student expenditure via invoice for pre-paid card transactions.
· Reconciliation of expenditure incurred for treasury.
· Euro journal processed to record expenditure incurred in the month.

6.23.4.  Criteria
· To ensure that the recording of expenditure against British Council Grant funding for Erasmus students is accurately reflected in the accounting records.

6.23.5.  Key Measures
· Accurate recording of the original grant received into the relevant Euro account with expenditure incurred on pre-paid cards offsetting against the receipt on a monthly basis.  The balance available should be available for review or audit as required.

6.24. 
Month End Process: Grant Income Recognition Process 




6.24.1.  Description

This is a monthly pre-defined process to provide information on Capital Grant Income in the month and covers both research, HEFCE and other capital grants.  Capital Revenue Income can be accrued, or deferred. This process ensures that costs are correctly accumulated on grants, and that any income relating to capital additions is separately coded as such and recognised when an asset is commissioned.  The process requires all externally funded capital grants to be accounted for using the Project Ledger.  If the activity is research it has an R code all other funding has a P code.

6.24.2. Inputs
· Commissioning an asset process must be completed prior to this so that all assets commissioned in month are identified
· Reports are run to obtain GL Transaction and balance information on assets commissioned in month.

6.24.3. Outputs
· Journal to recognise capital income when capital purchases are commissioned


6.24.4. Criteria
· Income is recognised when it meets the criteria under the SORP, for fixed assets this is the commissioning date.


6.24.5. Key Measures
· These figures reviewed for reasonableness as part of the Faculty management accounts pack


6.25. Month End Process: Capital Grant Income recognition





6.25.1.  Description

This is a monthly pre-defined process to provide information on Capital Research Income in the month. Capital Revenue Income can be accrued, or deferred. This process ensures that costs are correctly accumulated on research grants, and that any income relating to capital additions is separately coded as such.

6.25.2.  Inputs
· Reports are run to obtain GL Transaction and balance information so the current GL Transaction Reports which are currently in place may continue to be used

6.25.3.  Outputs
· Journal to recognise capital income when capital purchases are commissioned

6.25.4.  Criteria
· Income is recognised when it meets the criteria under the SORP

6.25.5.  Key Measures
•	These figures reviewed for reasonableness as part of the Faculty management accounts pack



6.26. Month End Process: Land & Buildings – Costs & Depreciation 





6.26.1.  Description
The key output of this process is to identify new assets added in the month and enable an accurate calculation of depreciation charges and DCG releases so that the accounts reflect the current net book value of each asset.

6.26.2. Inputs
· Oracle Report 201 to include all activity codes; IE code 9001 and 9051.
· Land & Buildings Fixed Assets Register.


6.26.3. Outputs
· Land & Buildings additions to Fixed Asset Register.
· Land & Buildings depreciation calculation.
· Land & Buildings DCG release calculation (ceases from 1st August 2015 due to SORP).
· Journal processed to charge depreciation and account for the DCG release.


6.26.4. Criteria
· To accurately calculate asset depreciation charge and DCG release in respect of all Land & Buildings.


6.26.5. Key Measures
· Accurate update of Land & Buildings Fixed Assets Register recording Costs, Depreciation and DCG, where appropriate.
· The register should provide:
· a full and complete reconciliation of account balances which can be verified and audited at any time
· information is available to generate the relevant note to the year-end financial statements as required.


6.27. Equipment Depreciation




6.27.1.  Description
The key output of this process is to account for depreciation charges and any relevant deferred capital grant (“DCG”) against all commissioned fixed assets taking into consideration the type of asset and the expected useful economic life (“UEL”) in accordance with university policy.

6.27.2.  Inputs
· Fixed Asset Register.
· GL 201 report for IE codes 9011, 9016, 9021, 9031, 9041, 9046 and 9047.
· Schedule of asset categories to accurately identify category and UEL for each new asset.
· Commissioning date of new assets, where appropriate.
· Record of DCG for each asset, where appropriate.

6.27.3.  Outputs
· Identify new assets purchased in month to add to register.
· Record of cost transfers requiring amendment within Oracle.
· Accurate recording of fixed assets UEL.
· Depreciation Journal to be processed.
· DCG Journal to be processed.
· Fixed Asset Register Reconciliation.

6.27.4.  Criteria
· To ensure that depreciation and DCG received against each asset is recorded accurately within the register.  The fixed asset register should form the basis of a reconciliation to the balance sheet fixed assets and cumulative depreciation (net book value) and the depreciation / DCG recognised in the income and expenditure statements.

6.27.5.  Key Measures
· Accurate recording of assets including additions, transfers, depreciation and DCG to ensure that the fixed asset register can be verified and audited as required.


6.28. Consolidation Process



6.28.1.  Description
Reporting process starts on day 1 with School and departmental variance analysis.  A headline report with comments on material or important variances to budget is prepared and sent to HOFFRA.  Research variances are not required at this stage as a Faculty report is prepared by the Head of Research Finance.  HOFFRA then prepares a Faculty headline report to consolidate the comments from Schools and research and send to the Finance Directorate Consolidation Accountant and Head of Central Research Finance (HoCRF) by the end of day 2.  
Accountants are required to provide a forecast outturn at summary level which should be updated quarterly.  
6.28.2.  Inputs
· Corporate Planner report IE01

6.28.3.  Outputs
· Headlines report

6.28.4.  Criteria
· Commentary is required on material or important variances and must include a clear explanation of the reason for the variance

6.28.5.  Key Measures
· Clear and concise commentary should enable a fast and accurate consolidation process highlighting any key risks to the University.


6.29. Month End Process: Cashflow Report



6.29.1. Description
 The cashflow report is a key document in the pack.  It shows cash opening and closing balances and key movements,

6.29.2. Inputs
Corporate Planner IE report
Corporate Planner BS report (opening and closing balances)
Trial Balance
Subs Trial balance
Fixed Asset Register


6.29.3.  Outputs
Cashflow report in new SORP format

6.29.4.  Criteria
Accurate cashflow reporting

6.29.5.  Key Measures
Cash balance on statement reconciles to cash on Trial balance.


6.30. 
Consolidation process-share capital 

6.30.1. Description
Within the subsidiaries management accounts share capital exists which relates to the individual entities. Under consolidation rules the single entity concept applies, so that only the share capital of the parent company (if any) should exist in the consolidated accounts. Therefore this must be eliminated on consolidation. Within the University accounts a value exists for investments in subsidiaries (and within reserves relating to the write off or provision of any such investment). Both of these must be fully eliminated on consolidation. 
As the balances can change due to disposals, acquisitions, capital reductions and write offs (albeit rarely), we need to ensure the correct balance is eliminated within the consolidated financial statements.
Therefore the output of this process is to ensure that each month end the share capital) within the subsidiaries is correctly eliminated upon consolidation. It also ensures that the investments in subsidiaries within the University are correctly eliminated on consolidation.

6.30.2. Inputs
· Month end corporate planner submissions for each subsidiary.
· Month end oracle balances for the university and GL201 oracle report.


6.30.3. Outputs
· Month end Subs eliminations working showing an elimination for the full value of share capital in the subsidiary.
· Month end UoM eliminations working showing an elimination for the full value investments in subsidiaries in the University, and balancing figure eliminates within reserves.
· Month end balance sheet power point showing nil value within the subsidiaries share capital.


6.30.4. Criteria
· The accurate elimination of share capital in subsidiaries and investments in the University.


6.30.5. Key Measures
· The share capital balance within the subsidiaries (after deducting UoM Eliminations) should be nil within the reports run for month end.


6.31. 
Consolidation process-Minority interest 

6.31.1. Description
Within the subsidiaries management accounts share minority interest exists, relating to Sugden Sports Trust (Sugden). Sugden is 50% owned by the University, with the remaining 50% owned by Manchester Metropolitan University (MMU). We fully consolidate the subsidiary, showing minority interest for the 50% of the reserves and profit owned by MMU.
As a surplus/deficit is earned through the year within Sugden, the minority interest within the reserves in the balance sheet fluctuates.
This minority interest should be the difference between the value within the subsidiaries accounts when all eliminations have been entered. This process therefore ensures that the difference within reserves each month end is the minority interest within the subsidiary figures.

6.31.2. Inputs
· Month end corporate planner upload for Sugden Sports Trust.
· Month end eliminations for all subsidiaries.


6.31.3. Outputs
· Month end Subs eliminations I&E working, showing the minority interest balance in month for Sugden (within finance costs), and a formula showing the difference between UoM Eliminations and Subs eliminations. The two figures should be the same.
· Month end Balance sheet tables for Subsidiaries (including subs eliminations but excluding UoM Eliminations) and UoM Eliminations. The difference on reserves equals the cumulative minority interest in year, and a narrative box is included to state this.

6.31.4. Criteria
· The accurate elimination of our share of the results for Sugden in year.


6.31.5. Key Measures
· The difference between the total I&E subs eliminations and the total I&E UoM eliminations (which is calculated by a formula on the subs eliminations workings spreadsheet) should equal 50% of the profit/loss for Sugden in month.
· The reserves balance on the balance sheet should be the minority interest attributable to MMU for the year.


6.32. 
Manual adjustment for studentships 

6.32.1. Description
The key output of this process is to ensure that the income received in respect of externally funded students is reported correctly in the statutory accounts at the end of each financial year.

6.32.2.  Inputs
· List of externally funded students including relevant session code.
· Tuition Fee income associated with the externally funded students where external grant income also exists.


6.32.3.  Outputs
· Journal to correct posting for externally funded students tuition fees to offset to non-pay student fees (4231) / tuition fee income (1159).  CODE(S) TO BE CONFIRMED – should this be a range of codes?  Or a table to identify each individual code.  To come back to when mechanics of the process confirmed.
· Journal to defer externally grant funded income in respect of student life cycle. Need to work out how – can we tie up the report to extract 4231 to the income deferral rules (PW / SW to pick up separately).


6.32.4. Criteria
· A student who is externally funded will have two instances of income;

1. The first via the Campus Solutions tuition fee process, which is offset to non-pay student fees in the absence of the student being a genuine debtor.
2. The second due to the invoice for payment from the external funder. 
The Campus Solutions invoice / non-pay impact needs to be corrected into the accounting records at the end of the financial year so that only the external grant income remains.


6.32.5. Key Measures
· Accurate reporting of tuition fee income and non-pay costs (student fee) for externally funded students at year-end.  Relevant supporting documentation should be available to verify or audit at any time.
6.33. .
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DAY Task Owner Process

MHS 

Hrs

EPS 

Hrs

HUM 

Hrs

FLS 

Hrs

SS 

Hrs

MA 

Hrs

Corp 

Hrs

DAY -3 Kinetix subledger closes Payroll

DAY -3 Payrolls Posted Payroll

DAY -3 All intercompany invoicing completed & Issued - statements sent by 10am TS

DAY -3 Final Campus Solutions Interface posted FC

DAY -2 Final day for uploading subs to CP CorpAc 1 5

DAY -2 Conference Income accrual MA 2 2

DAY -2 Endowment accruals and adjustments MA 3 to 9 1 2 2 1 2 4

DAY -2 Pay reconciliations HOSF 10 16 13.5 10 2 12

DAY -2 Pay Suspense postings Cleared  HOSF 10 4 18 5 2 12

DAY -2 Last day of goods receipted for accounting purposes FC

DAY -2 Open next GL period 5pm FC

DAY -2 All balances  AR/AP stmts to Corp A/C's reconciled by 12pm TS 1

DAY -1 Adjust research provisions against invoiced income based on prior month RA 11 2 2 1

DAY -1 Campus Solutions Tuition fee deferral by 10am MA 12 3

DAY -1 Manual tuition fee adj for 'non campus solution' income by midday HOSF 12 3 2 1 0

DAY -1 Residences & other income adj MA 13 1 1

DAY -1 Capital Adjustments (commissioned status etc) HOSF 14/15 8 4.5 2.5 1 2

DAY -1 GRNI Accruals journal UoM excluding Inter Co by midday MA 16 2

DAY -1 Other/local manual expenditure accruals not covered by GRNI HOSF 18 8 9 5 1 6

DAY -1 Capital Projects Accruals and retentions, Energy Accrual & EAM labour MA 17/18 4
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DAY Task Owner Process

MHS 

Hrs

EPS 

Hrs

HUM 

Hrs

FLS 

Hrs

SS 

Hrs

MA 

Hrs

Corp 

Hrs

DAY 0 No new codes created between 5pm day -1 and 9am day 1 All

DAY 0 Catering outlet income accrual by 11am MA 19/20 1 1

DAY 0 Treasury accruals - RBS/Erasmus/deposits TS 21/22/23

DAY 0 All other local journals posted by 12pm HOSF 8 9 5 1 6

DAY 0 Month End Close subledgers 12pm - 3pm FC

DAY 0 Extrernal Grant Income adj accrue/defer (PRC) FC 24 1

DAY 0 Extrernal Grant Income adj (not PRC) & other adjustments 3pm- 5pm HOSF 3 1 1 1 1

DAY 0 Capital Grant Income recognition Adjustment FC 25 0.5

DAY 0 Depreciation Postings MA 26/27 0.5

DAY 0 GL Ledger Close 5pm FC

DAY 0 Update Cplanner 5pm FC

DAY 1 Preparation of School A/c's and quarterly outturn HOSF 28 128 72 100 16 56 10

DAY 1 Preparation of Faculty Research summary RA 28 7 7 7 7

DAY 2 Submission of Subs Comms to centre by 5pm CorpAc 5

DAY 1 Top level variance run and key variances report run and sent out MA 3

Day 2 Material changes to outturn in C Planner by 3pm (Oct/Jan/Apr/Jun) HOFFRA 28 2 2 2 2 2

DAY 2 Submission of Faculty A/C's to centre by 5pm HOFFRA 28 5 5 5 4 4

DAY 3 Preparation of UoM Consolidated A/c'S MA 28/29 4 10

DAY 3 Submission of Pack to DDofF 5pm MA

DAY 4 Sign off Submit of Pack by 12pm DDofF 4

DAY 4 DoF sign off by 5pm DoF 2

193 147 148 39 105 38 24


image4.emf
DAY Task Owner Process

HK Clearance of allocation errors HOSF 30

HK SOF error report and clearance HOSF 11

HK Suspense account report and clearance HOSF

HK Payroll suspense account and error follow up HOSF 10

HK Campus Solution error follow up HOSF 12

HK Review of Endowment overspends and clearance HOSF 6/7

HK RBS suspense clearance and closed code awareness training HOSF 21

HK Review uncomissioned assets and ensure correctly reported HOSF 31

HK Review open orders and clear errors HOSF 16

HK Review POP codes and ensure no overspend  CorpAc 32

HK POP income allocations transferred quarterly CorpAc 32

HK Review PA02 overspends report and process corrections HOSF 11

HK Review and clear other balance sheet anomolies HOSF

HK VAT review and posting - GL & PL entries HOSF

HK Budget holder statements - by day 4 HOSF 28

HK Check expenses against payroll reports HOSF

HK Update consolidation for subs actuals by day -3 CorpAc

HK UMC and MBSW payroll reconciliations HOSF

HK School detail packs for HOS by day 2 HOSF 28
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Month End: Consolidation –All SUBS
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The subsidiary results are 

uploaded in CP to enable 

consolidated reporting, 

results will be uploaded one 

month in arrears with Aug 

budget being used for Month 

1.

Day -3

The consolidation accountant completes 

the  CP upload to template with subsidiary 

I.E and Balance sheet

Aug = Budget

Sept = Aug Actuals –Aug Budget

Oct  = Sept Actuals –Sept Budget + Oct 

Budget

Etc Etc

Jul = June actuals + July Actuals –June 

Budget

Start

Day -2

Consolidation accountant 

calculates the eliminations 

and updates CP

Day –1

Prepares the variance analysis with 

reference to the subsidiaries prior 

months accounts commentaries

Day –3 

Send the Debtor 

and Creditor 

statements to TPU 

(AP)

Day -3

Reconcile 

statements and 

calculates 

accruals

Day –2 

Produces the intercompany 

accruals based on budget and 

any significant difference/

variances

End

Start
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Month End: Consolidation – All SUBS�

Corporate Accounts�

SUBS�

AP�

The subsidiary results are uploaded in CP to enable consolidated reporting, results will be uploaded one month in arrears with Aug budget being used for Month 1.



Day -3
The consolidation accountant completes the  CP upload to template with subsidiary I.E and Balance sheet
Aug = Budget
Sept = Aug Actuals – Aug Budget
Oct  = Sept Actuals – Sept Budget + Oct Budget
Etc Etc
Jul = June actuals + July Actuals – June Budget


Start


Day -2
Consolidation accountant calculates the eliminations and updates CP


Day – 1
Prepares the variance analysis with reference to the subsidiaries prior months accounts commentaries


Day – 3 
Send the Debtor and Creditor statements to TPU (AP)


Day -3
Reconcile statements and calculates accruals


Day – 2 
Produces the intercompany accruals based on budget and any significant difference/variances


End


Start



image7.emf
Month End: Conference Events Income Accrual
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Start

Day -4

Month End 

Close

Day -3

UMC Send a 

spreadsheet through to 

MA with non billed 

events

Event

Income Type 

Catering

Accommodation

Room Hire

Any Add Hoc Charges

Estimated Costs of All

Type of costs

Day -3

Report is loaded into a 

pre templated 

spreadsheet split by 

income type and venue

Each event venue has its 

own accruals spreadsheet, 

which is filtered from the 

Kinetix report

Day -3

The journal is then 

populated from the 

information 

provided and 

uploaded onto 

Oracle as a 

reversing Journal

End


oleObject3.bin
�

<Process Name>�

<Function>�

�

The height of the text box and its associated line increases or decreases as you add text. To change the width of the comment, drag  the side handle.


Month End: Conference Events Income Accrual�

Kinetix�

Management Accounts


Start


Day -4
Month End Close


Day -3
UMC Send a spreadsheet through to MA with non billed events


Event
Income Type 
	Catering
	Accommodation
	Room Hire
	Any Add Hoc Charges
Estimated Costs of All
Type of costs


Day -3
Report is loaded into a pre templated spreadsheet split by income type and venue


Each event venue has its own accruals spreadsheet, which is filtered from the Kinetix report


Day -3
The journal is then populated from the information provided and uploaded onto Oracle as a reversing Journal


End
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Month End:Dividend Income -Monthly Accrual
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This journal is to be 

posted working day -1 and 

reversed

The accrued dividend 

income is then calculated for 

each endowment, by 

dividing the total dividend 

income accrual by the 

number of shares of each 

endowment.   

End

Allocation 

of Dividend 

Income

A journal is posted to 

recognise the dividend 

income accrual

Each month, MAs accrue for 

dividend income earned on each 

individual endowment.  The 

accrued dividend per share is 

estimated using the total 

dividend income received in the 

prior 6 months.

Start

The ‘403 GL  Activity Codes Setup 

Detail 'report is run from Oracle, 

which lists the number of shares per 

endowment.  The total dividend 

accrued can then be apportioned 

across individual endowments 

based on the number of shares.
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Month End:Dividend Income - Monthly Accrual�

Management Accounts
�

Start


Allocation of Dividend Income


The ‘403 GL  Activity Codes Setup Detail 'report is run from Oracle, which lists the number of shares per endowment.  The total dividend accrued can then be apportioned across individual endowments based on the number of shares.


End


A journal is posted to recognise the dividend income accrual




Each month, MAs accrue for dividend income earned on each individual endowment.  The accrued dividend per share is estimated using the total dividend income received in the prior 6 months.




The accrued dividend income is then calculated for each endowment, by dividing the total dividend income accrual by the number of shares of each endowment.   


This journal is to be posted working day -1 and reversed
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Accounting for Monthly Movements in the Market Value of Investments
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This is the main investment fund and it includes 

endowments, general fund and departmental 

funds.  The market value movement is analysed 

between these three categories and then the 

endowment category will then be further split 

between restricted permanent, unrestricted 

permanent and restricted expendable

To recognise movement in the SOCI:

Dr:  University Investments Market Value Movements 9072

Cr:  Permanent Restricted Endowments –Market Value Adjustment 1913

Cr:  Permanent Unrestricted Endowments –Market Value Adjustment 1914

Cr:  Restricted Expendable Endowments –Market Value Adjustment 1915

Cr:  Change in Market Value of Investments 1908

(Or Dr/Cr vice-versa, depending on whether there is an increase or decrease in 

market value in the month).

To transfer to the correct classification of Endowment Market Value Restricted 

Reserve:

Dr:  Transfer to Endowment Reserve in respect of Market Value Adjustment 9985

Cr:  Transfer to Permanent Restricted Endowment Reserve in respect of Market Value 

Adj. 9905

Cr:  Transfer to Permanent Unrestricted Endowment Reserve in respect of Market 

Value Adj. 9925

Cr:  Transfer to Permanent Restricted Endowment Reserve in respect of Market Value 

Adj. 9945

(Or Dr/Cr vice-versa, depending on whether there is an increase or decrease in 

market value in the month).

N.B.

Exception at Year End:  At year end, the 

journal posted reflects two months of market 

value movement, as the July journal 

comprises of both the June and the July 

market value movements.

The total movement in market value in the 

month is then split between endowments funds 

and other investments (made up of departmental 

funds and the general fund).  The split is 

calculated using the % split calculated in the 

‘Apportionment of Investments between the CIF 

and the General Fund’ process.   

Each month, all of the 

Investment Managers email their 

fund’s monthly valuation report.  

MAs receive each of the 

monthly valuation reports.  

These reports are used to 

calculate the overall movement 

in market value in the month, of 

the whole investment portfolio.  

The investment portfolio is 

made up of endowment funds, 

departmental funds and the 

general fund.

Apportionment of 

investments 

between the CIF 

and the General 

Fund

The proportion of movement in 

market value attributed to 

endowments is then split further 

across the three classifications of 

endowment, which are Restricted 

Permanent, Unrestricted Permanent 

and Restricted Expendable.  This 

split is calculated based on the total 

number of shares that are allocated 

to each of the three classifications.

MAs calculate the movement in 

market value in the month by 

comparing the total value of each 

investment fund report to the 

total value of the same report 

from the prior month, less any 

movements attributed to funds 

transferred, new monies, 

dividends received and 

withdrawn.   

Day -1

MAs raise a journal to 

recognise the market value 

movement in the month, please 

note due to the timing of receipt 

of the monthly valuation reports 

this journal is posted a month in 

arrears

Start

End

The proportion of movement 

in market value attributed to 

Restricted Expendable 

Endowments is then split 

further by individual activity 

code.  This split is calculated 

based on the number of 

shares that are allocated to 

each Restricted Expendable 

Endowment 
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Accounting for Monthly Movements in the Market Value of Investments



Investment Managers�

Management Accounts�

Each month, all of the Investment Managers email their fund’s monthly valuation report.  


Start


The total movement in market value in the month is then split between endowments funds and other investments (made up of departmental funds and the general fund).  The split is calculated using the % split calculated in the ‘Apportionment of Investments between the CIF and the General Fund’ process.   


End


Day -1
MAs raise a journal to recognise the market value movement in the month, please note due to the timing of receipt of the monthly valuation reports this journal is posted a month in arrears


The proportion of movement in market value attributed to endowments is then split further across the three classifications of endowment, which are Restricted Permanent, Unrestricted Permanent and Restricted Expendable.  This split is calculated based on the total number of shares that are allocated to each of the three classifications.


MAs receive each of the monthly valuation reports.  These reports are used to calculate the overall movement in market value in the month, of the whole investment portfolio.  The investment portfolio is made up of endowment funds, departmental funds and the general fund.


MAs calculate the movement in market value in the month by comparing the total value of each investment fund report to the total value of the same report from the prior month, less any movements attributed to funds transferred, new monies, dividends received and withdrawn.   



The proportion of movement in market value attributed to Restricted Expendable Endowments is then split further by individual activity code.  This split is calculated based on the number of shares that are allocated to each Restricted Expendable Endowment 


Apportionment of investments between the CIF and the General Fund


This is the main investment fund and it includes endowments, general fund and departmental funds.  The market value movement is analysed between these three categories and then the endowment category will then be further split between restricted permanent, unrestricted permanent and restricted expendable


To recognise movement in the SOCI:
Dr:  University Investments Market Value Movements 9072
Cr:  Permanent Restricted Endowments – Market Value Adjustment 1913
Cr:  Permanent Unrestricted Endowments – Market Value Adjustment 1914
Cr:  Restricted Expendable Endowments – Market Value Adjustment 1915
Cr:  Change in Market Value of Investments 1908

(Or Dr/Cr vice-versa, depending on whether there is an increase or decrease in market value in the month).

To transfer to the correct classification of Endowment Market Value Restricted Reserve:
Dr:  Transfer to Endowment Reserve in respect of Market Value Adjustment 9985
Cr:  Transfer to Permanent Restricted Endowment Reserve in respect of Market Value Adj. 9905
Cr:  Transfer to Permanent Unrestricted Endowment Reserve in respect of Market Value Adj. 9925
Cr:  Transfer to Permanent Restricted Endowment Reserve in respect of Market Value Adj. 9945

 (Or Dr/Cr vice-versa, depending on whether there is an increase or decrease in market value in the month).




N.B.
Exception at Year End:  At year end, the journal posted reflects two months of market value movement, as the July journal comprises of both the June and the July market value movements.
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Month End: Allocation of Dividend Income: Completed bi-annually
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For the preceding 6 months, dividend income has 

been accrued on a monthly basis.  The accrued 

dividend per share is estimated using the total 

dividend income received in prior six months.

Dr:  Cash 9340

Cr:  Income from Restricted 

Permanent Endowments 1916

Cr:  Income from Unrestricted 

Permanent Endowments 1917

Cr:  Income from Restricted 

Expendable Endowments 1918

Day -3

MA’s sends letter to investment 

Managers to request the agreed 

dividend draw down.

Start

Month End 

Process

Once the January or July monthly 

valuation reports are received, 

MAs agree the dividend income 

received (for the preceding 6 

months) per the report to the 

amount(s) requested.  Any 

differences are investigated and 

reconciled.

Start

Investment Managers 

confirm dividend 

income via email

A journal is posted to recognise dividend 

income received.  This is apportioned 

between individual endowments based on 

the number of shares per endowment (held 

in Oracle).

MAs email the Investment Managers to ask 

what amount of dividend income is available to 

drawdown.

Monthly Dividend 

Accrual

End
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Month End: Allocation of Dividend Income: Completed bi-annually�

Investment Managers�

Management Accounts
�

Start


End


MAs email the Investment Managers to ask what amount of dividend income is available to drawdown.


Monthly Dividend Accrual


Start


Month End Process


A journal is posted to recognise dividend income received.  This is apportioned between individual endowments based on the number of shares per endowment (held in Oracle).


Once the January or July monthly valuation reports are received, MAs agree the dividend income received (for the preceding 6 months) per the report to the amount(s) requested.  Any differences are investigated and reconciled.


Investment Managers confirm dividend income via email


MA’s sends letter to investment Managers to request the agreed dividend draw down.


For the preceding 6 months, dividend income has been accrued on a monthly basis.  The accrued dividend per share is estimated using the total dividend income received in prior six months.


Dr:  Cash 9340
Cr:  Income from Restricted Permanent Endowments 1916
Cr:  Income from Unrestricted Permanent Endowments 1917
Cr:  Income from Restricted Expendable Endowments 1918

Day -3
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Overspend Review -Restricted Permanent Endowments
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No

Yes

No action Debit Balance

MAs run a  report, ‘201 GL Balances Grid’ on IE 

Code 9906 .  A  debit balance on an Activity Code 

indicates that, for this Endowment, expenditure is 

in excess of dividend income –i.e. an overspend.

End

End

Start

Transfer of Dividend 

Income and 

Expenditure to Correct 

Classification of 

Endowment Restricted 

Reserve

EDLs investigate each debit balance 

to confirm that expenditure has 

been correctly posted to the 

endowment, and to determine 

whether or not there has been a true 

overspend.  

An email is sent to the EDLs providing a list of all Restricted 

Permanent Endowments for which IE Code 9906 is a debit 

balance.  EDLS are requested to investigate each debit and 

then either post a correction, or provide an explanation to 

MAs as to why no correction is required.

If expenditure has been posted incorrectly, a journal is 

raised to transfer this expenditure to the correct Activity 

Code.  The EDLs then email MAs to provide them with 

explanations for any remaining debit balances that do not 

require correction.

On Day -3

On Day -3
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Overspend Review - Restricted Permanent Endowments
 �

Endowment & Donation Leads�

Management Accounts�

An email is sent to the EDLs providing a list of all Restricted Permanent Endowments for which IE Code 9906 is a debit balance.  EDLS are requested to investigate each debit and then either post a correction, or provide an explanation to MAs as to why no correction is required.


EDLs investigate each debit balance to confirm that expenditure has been correctly posted to the endowment, and to determine whether or not there has been a true overspend.  


Start


Debit Balance


MAs run a  report, ‘201 GL Balances Grid’ on IE Code 9906 .  A  debit balance on an Activity Code indicates that, for this Endowment, expenditure is in excess of dividend income – i.e. an overspend.


End


End


No action


No


Yes


Transfer of Dividend Income and Expenditure to Correct Classification of Endowment Restricted Reserve



If expenditure has been posted incorrectly, a journal is raised to transfer this expenditure to the correct Activity Code.  The EDLs then email MAs to provide them with explanations for any remaining debit balances that do not require correction.



On Day -3


On Day -3
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Month End: Overspend Review/Accounting for Expenditure from Capital  –Restricted Expendable
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Start

If any capital spend on an individual Restricted 

Expendable Endowment is identified, then MAs raise a 

journal to recognise the reduction in capital.  The 

amount posted is equal to the net debit balance 

identified.

End

For each individual 

Endowment affected, Oracle is 

then updated to reflect the 

reduction in the number of 

shares allocated to that 

Endowment.        

A reduction in Endowment Assets is now required, to match the reduction 

of capital in Endowment Funds.  For each of the Endowments identified 

above, the amount spent is divided by the current share price, to calculate 

the numbers of shares it represents.  In the ‘Apportionment of Investments 

between the CIF and the General Fund’ calculation, these shares, and their 

corresponding value, are then deducted from the CIF, and their value is 

transferred to the General Fund.

Apportionment of 

Investments 

between the CIF 

and the General 

Fund

MAs run a report, ‘201 GL Balances Grid’ 

on IE Code 9946. A  debit balance on an 

Activity Code indicates that, for this 

Endowment, expenditure is in excess of 

dividend income.  This implies that the 

School is spending the capital element of 

the fund.  

Dr:  Transfer to Restricted 

Expendable endowment 

reserve in respect of Capital  

9944

Cr:  Unspent accumulated 

income on Restricted 

Expendable endowments 9946

When UoM has the power to spend 

the capital element of an endowment 

fund, the fund is classified as a 

Restricted Expendable Endowment.
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Month End: Overspend Review/Accounting for Expenditure from Capital – Restricted Expendable


Management Accounts�

Start


MAs run a report, ‘201 GL Balances Grid’ on IE Code 9946. A  debit balance on an Activity Code indicates that, for this Endowment, expenditure is in excess of dividend income.  This implies that the School is spending the capital element of the fund.  


A reduction in Endowment Assets is now required, to match the reduction of capital in Endowment Funds.  For each of the Endowments identified above, the amount spent is divided by the current share price, to calculate the numbers of shares it represents.  In the ‘Apportionment of Investments between the CIF and the General Fund’ calculation, these shares, and their corresponding value, are then deducted from the CIF, and their value is transferred to the General Fund.


End


Apportionment of Investments between the CIF and the General Fund


For each individual Endowment affected, Oracle is then updated to reflect the reduction in the number of shares allocated to that Endowment.        


 If any capital spend on an individual Restricted Expendable Endowment is identified, then MAs raise a journal to recognise the reduction in capital.  The amount posted is equal to the net debit balance identified.


Dr:  Transfer to Restricted Expendable endowment reserve in respect of Capital  9944
Cr:  Unspent accumulated income on Restricted Expendable endowments 9946


When UoM has the power to spend the capital element of an endowment fund, the fund is classified as a Restricted Expendable Endowment.
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Purchase of a Fixed Asset from Endowment  –Restricted Permanent
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End

Purchase and 

Commissioning of a 

Fixed Asset

Start

Month End

Processes

Each month, CT 

update the FAR 

for all the newly 

commissioned 

assets.

Each month, CT calculates 

the depreciation charge, and 

posts via a journal. 

transfer of dividend 

income and 

expenditure to 

Restricted Permanent 

Endowment Reserve 

At year end, the purchase of the fixed asset is recognised as 

expenditure from the endowment as part of the ‘transfer of dividend 

income and expenditure to Restricted Permanent Endowment 

Reserve’ process

HOSF informs MAs of any assets 

purchased in the month that are to 

be funded by an endowment

Only the accumulated income of a Restricted Permanent endowment can be spent.  Each 

month MAs performs a review to confirm there have been no overspends.  This is outlined 

in the process map for ‘Overspend Review –Restricted Permanent Endowments’. 

Dr:  Depreciation Cost 65XX

Cr:  Accumulated 

Depreciation 90XX

Day 0
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Purchase of a Fixed Asset from Endowment – Restricted Permanent


Management Accounts�

Capital Team�

HOSF


Start


 Purchase and Commissioning of a Fixed Asset



 HOSF informs MAs of any assets purchased in the month that are to be funded by an endowment


Each month, CT update the FAR for all the newly commissioned assets.


Each month, CT calculates the depreciation charge, and posts via a journal. 


Month End
Processes


End


At year end, the purchase of the fixed asset is recognised as expenditure from the endowment as part of the ‘transfer of dividend income and expenditure to Restricted Permanent Endowment Reserve’ process


transfer of dividend income and expenditure to Restricted Permanent Endowment Reserve 


Only the accumulated income of a Restricted Permanent endowment can be spent.  Each month MAs performs a review to confirm there have been no overspends.  This is outlined in the process map for ‘Overspend Review – Restricted Permanent Endowments’. 


Dr:  Depreciation Cost 65XX
Cr:  Accumulated Depreciation 90XX
Day 0



image14.emf
Purchase of a Fixed Asset from Endowment  –Restricted Expendable
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Month End

Processes

Each month, CT 

update the FAR 

for all the newly 

commissioned 

assets.

Purchase and 

Commissioning of a 

Fixed Asset

Day 0

Each month, CT calculates 

the depreciation charge, and 

posts via a journal.

At year end, the purchase of the fixed asset is recognised as expenditure 

from the endowment as part of the ‘transfer of dividend income and 

expenditure to Restricted Expendable Endowment Reserve’ process

transfer of dividend 

income and 

expenditure to 

Restricted Expendable 

Endowment Reserve

HOSF informs MAs of any assets 

purchased in the month that are to 

be funded by an endowment

End

Start

Both the accumulated income and the capital of a Restricted Expendable 

endowment can be spent. Each month MAs performs a review to identify 

and account for any Restricted Expendable endowments from which capital 

spend has been made.  This is outlined in the process map for ‘Overspend 

Review / Accounting for Expenditure from Capital –Restricted Expendable.’  
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Purchase of a Fixed Asset from Endowment – Restricted Expendable


Management Accounts�

Capital Team�

HOSF


Month End
Processes


Day 0
Each month, CT calculates the depreciation charge, and posts via a journal.


Start


End


Each month, CT update the FAR for all the newly commissioned assets.


 Purchase and Commissioning of a Fixed Asset



HOSF informs MAs of any assets purchased in the month that are to be funded by an endowment



At year end, the purchase of the fixed asset is recognised as expenditure from the endowment as part of the ‘transfer of dividend income and expenditure to Restricted Expendable Endowment Reserve’ process



transfer of dividend income and expenditure to Restricted Expendable Endowment Reserve


Both the accumulated income and the capital of a Restricted Expendable endowment can be spent.  Each month MAs performs a review to identify and account for any Restricted Expendable endowments from which capital spend has been made.  This is outlined in the process map for ‘Overspend Review / Accounting for Expenditure from Capital – Restricted Expendable.’     



image15.emf
Month End Processes: Payrec & Suspense
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Payroll Posted

Process

Day 03, 10am

Send suspense 

Report 

Start

Day -1

Run pay report

Day -3

Review suspense 

report and send 

corrects

Day -2

Post Journal 

Corrections

Day -1

Produce variance 

analysis

Day -1

Add to pay rec 

Spread sheet
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Month End Processes: Payrec & Suspense�

RFO
Faculties


HOSF
or SFO�

Payroll�

Start


Payroll Posted
Process


Day 03, 10am
Send suspense Report 


Day -3
Review suspense report and send corrects


Day -2
Post Journal Corrections


Day -1
Run pay report


Day -1
Add to pay rec 
Spread sheet


Day -1
Produce variance analysis
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Month end:General Research Provisions: 
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The provision is split between invoiced and accrued 

income.  As part of BAU each week all overspends 

should have been reviewed and cleared or provided 

against.  AT month end this provision should be split 

between 

· Provision against invoiced income -Housekeeping

· Provision against accrued income Day 0 reversing 

Jnl byFC Team

Day -1

Research accountant reviews corrections before 

SRFO posts the jnl and the research accountant 

will post the jnl against the doubtful income.

Task 1) Day 0 Noon

Research Accountants 

update the list of 

provisions by R code, 

which should reconcile 

to the provisions code.

Task 2) Day 0 3 p.m.

The FC runs the accrued income on 

research balances after posting the 

income recognition journal

Runs the PSI for all faculties to identify grants 

overspent against budget.  Send to

S R F O for investigation

Task 1& 2are compared to identify any codes provided where 

there is accrued income.  The balance is transferred to the 

provision against accrued income I.E. code as a reversing journal.  

There will be  a spreadsheet that calculates this.

End

SRFO identify corrections 

required or genuine doubtful 

income and send list to 

research accountant

Start

End
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Month end:General Research Provisions: �

Financial Controller Team�

Research Finance Team�

Start


Task 1) Day 0 Noon
Research Accountants update the list of provisions by R code, which should reconcile to the provisions code.



The provision is split between invoiced and accrued income.  As part of BAU each week all overspends should have been reviewed and cleared or provided against.  AT month end this provision should be split between 
Provision against invoiced income - Housekeeping
Provision against accrued income Day 0 reversing Jnl by FC Team


Task 2) Day 0 3 p.m.
The FC runs the accrued income on research balances after posting the income recognition journal


Task 1& 2 are compared to identify any codes provided where there is accrued income.  The balance is transferred to the provision against accrued income I.E. code as a reversing journal.  There will be  a spreadsheet that calculates this.


End


Runs the PSI for all faculties to identify grants overspent against budget.  Send to
 S R F O for investigation


SRFO identify corrections required or genuine doubtful income and send list to research accountant


Day -1
Research accountant reviews corrections before SRFO posts the jnl and the research accountant will post the jnl against the doubtful income.


End


Central Research Finance Officer�
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Month End Processes: Tuition Fees Deferrals  ( Oct to July) 
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A

This has an SLA to be 

cleared with 5 working 

days

This journal is to be 

posted working day -1

This should 

be an 

automated 

process

End

Start

End

Day -1

HOSF compares actuals against 

budget and analyses it against 

the variances, + forecasting

Reconcile totals and produce 

exceptions report. Review 

controlled by Consolidation 

Accountant and any anomalies 

discussed with HOSF.

Post  

Reversal 

Jnl Process

Day -2

Run Oracle 

report

Run Campus 

Solutions report

Investigate and 

clear

Post Jnl 

Process

Send to HOSF by 

email with a link to 

the file

Invoicing 

Process

Day -1

Calculate deferrals

End

Reconciles the 

income to the 

student numbers

Send exceptions 

to student services

Send GL invoicing 

to HOSF for 

review

Day -1

Calculate deferral for 

income and any other 

adjustments to tuition fee 

income

Post  

Reversal 

Jnl Process

End


oleObject13.bin
�

<Process Name>�

<Function>�

�

The height of the text box and its associated line increases or decreases as you add text. To change the width of the comment, drag  the side handle.


Month End Processes: Tuition Fees Deferrals ( Oct to July) �

HOSF�

Student Services�

MA�

Start


Invoicing Process


Run Campus Solutions report


Day -2
Run Oracle report


Reconcile totals and produce exceptions report. Review controlled by Consolidation Accountant and any anomalies discussed with HOSF.


Send exceptions to student services


Investigate and clear


This has an SLA to be cleared with 5 working days


Day -1
Calculate deferrals


End


Post Jnl Process


Send to HOSF by email with a link to the file


 Day -1
HOSF compares actuals against budget and analyses it against the variances, + forecasting


Reconciles the income to the student numbers


End


This journal is to be posted working day -1


Post  Reversal Jnl Process


End


This should be an automated process


Send GL invoicing to HOSF for review


Day -1
Calculate deferral for income and any other adjustments to tuition fee income


Post  Reversal Jnl Process


End
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Month End: Adjustment Journals Residences  & Halls Fee Income Deferral

P

S

S

Start

Day -1

Run GL 201 

transactions on IE 

1500

Drop into pre-prepared 

spreadsheet

Update pivot table to 

show invoicing and 

other

Defer invoicing assuming 40 week 

stay (group Aug –Sept) and Jan –

July mid year over 50 weeks (auto 

calculate in spreadhseet)

End

Can we do this? What 

information is available to 

show start and end date of 

each customer or room let?

Review and sign off journal 

(Line Manager)

Investigate Other

April to July

Review invoicing and confirm actual 

start and end date in time for year 

end

Day -1

Post reversing 

journal
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Month End: Adjustment Journals Residences & Halls Fee Income Deferral�

Start


Day -1
Run GL 201 transactions on IE 1500


Review and sign off journal (Line Manager)


PSS


Drop into pre-prepared spreadsheet


Update pivot table to show invoicing and other


Day -1
Post reversing journal


Defer invoicing assuming 40 week stay (group Aug – Sept) and Jan – July mid year over 50 weeks (auto calculate in spreadhseet)


Investigate Other


End


Can we do this? What information is available to show start and end date of each customer or room let?


April to July
Review invoicing and confirm actual start and end date in time for year end
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Month End: Capital Prepays

H
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S

F

Start

Run report for all categories 

of uncommissioned 

equipment 9012, 9022, 9032, 

9042

Day -1

Review 9012 and transfer any 

assets not yet received to 9367. 

This should be a reversing 

journal

Day -1

Email all owners 

of assets 

transferred to 

9367, ask for 

notification on 

receipt

Reconcile 9367 + 

9012 sent to 

HOFFRA

HOFFRA review & 

send to Capital 

accountant

Day -3

Follow up previous 

month email to 

owner of the asset

The reconciliation should be 

a list of all equipment 

included in the balance and 

actions to identify any 

unreconciled items

Start

End

9367 should be zero as all 

journals autoreverse
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Month End: Capital Prepays�

HOSF�

Start


Run report for all categories of uncommissioned equipment 9012, 9022, 9032, 9042


Day -1
Review 9012 and transfer any assets not yet received to 9367. This should be a reversing journal


9367 should be zero as all journals autoreverse


Day -1
Email all owners of assets transferred to 9367, ask for notification on receipt


Reconcile 9367 + 9012 sent to HOFFRA


HOFFRA review & send to Capital accountant


Day -3
Follow up previous month email to owner of the asset



The reconciliation should be a list of all equipment included in the balance and actions to identify any unreconciled items


Start


End
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Fixed Assets: Disposals Equipment  >£50k
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If Finance on not informed 

asset disposals will be 

picked up as part of the 

verification process

No

Yes

No

Yes

Manual update of FAR

DAY 0 NOON 

Oracle Journals 

created and uploaded

Disposal 

Process

Start

Hoff authorises

disposal

End

Asset 

Verication

Process

HOSF authorises 

disposal

Academic 

completes form

Academic 

informs HOSF

Academic 

identifies need to 

dispose of an 

asset

> £1000

Archiving 

Process

Day -1

HOSF provides 

disposal form to 

academic for 

completion

Form received by 

CFO
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Fixed Assets: Disposals Equipment >£50k


CFO


HOFF


HOSF�

ACADEMICS�

Start


Academic identifies need to dispose of an asset


Academic informs HOSF


Asset Verication
Process


If Finance on not informed asset disposals will be picked up as part of the verification process


Day -1
HOSF provides disposal form to academic for completion


No


Yes


Academic completes form


> £1000


HOSF authorises disposal


No


Hoff authorises
disposal


Yes


Form received by CFO


Disposal 
Process


Archiving Process


DAY 0 NOON 
Oracle Journals created and uploaded


Manual update of FAR


End
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Month End Processes: GRNI Accrual

M
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This should be an automated 

process

Start

Day -1

Run the 

GRNI report

Day -1

Download on the spreadsheet to 

remove capital and balance 

sheet codes, identify non call off 

orders, add in VAT.

End

Day 0 –1pm

Review and 

accrue any other 

costs not identified

Day -1

Circulate calculation so 

that all concerned can 

see what accruals have 

been posted to their 

sections

Day -1

Post  

Reversal Jnl 

Process

Day -1

Post Jnl 

Process

Day -3

Review open order and invoices 

on hold with FOM to ensure all 

errors cleared. Any invoices on 

hold without orders that are 

material >50k to be identified
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Month End Processes: GRNI Accrual�

MA�

HOSF�

Start


Day -1
Run the GRNI report


Day -1
Download on the spreadsheet to remove capital and balance sheet codes, identify non call off orders, add in VAT.


Day -1
Post Jnl Process


Day -1
Post  Reversal Jnl Process


Day -1
Circulate calculation so that all concerned can see what accruals have been posted to their sections


Day 0 – 1pm
Review and accrue any other costs not identified


This should be an automated process


End


Day -3
Review open order and invoices on hold with FOM to ensure all errors cleared. Any invoices on hold without orders that are material >50k to be identified
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L&B Monthly Journals: Capital Project Accruals  ( inc retentions)
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Before month end  reports are run to check that 

the months postings against the accruals from 

the previous month are reconciled, Checking to 

see if any of the invoices for the previous month 

accruals are now in Oracle. Omit these from my 

rolling accruals, this gives the new balance for 

the current month end accruals

These are invoices that the supplier has 

been asked to send copies to so that any 

invoices that are to be entered onto 

Oracle but have not yet been received in 

the TPU can manually be accounted for 

on the month end accruals

Once all steps on discover 

have taken place we then 

have to prepare that month 

accruals

Each item on the journal has the 

back up documentation collated and 

this is coded in some instance pre 

coded, there will be some items that 

you need to carry forward from the 

previous month accruals, then we 

add the new accruals, which 

includes copy of invoices, latest 

valuation certificates

All capital journals must be 

reversed 

Each month( Usually by the 22nda valuation certificate is issued by 

the QS that shows the value of work completed on site by project, 

by contractor.  On the valuation a retention amount is held back, we 

accrue the retention each time, the retention can be added to by 

contractor by project after each agreed valuation

Download the 

journal 

template

Check all 

valuations 

received in month

End

After checking the Oracle reports for 

invoices, we need to update the 

manual accruals to account for work 

completed not invoices

Check the AP29 for 

invoices received but 

not accounted. 

(Holds)

Day -1 (1pm)

Prepare journal 

and enter onto 

Oracle

Day -1

run report GL 303, this 

gives current months 

transactions

Check the shared email 

account 

PSU.invoices@mancheste

r.ac.uk

Check the individual PM’s 

spend profile and cross 

reference their expected costs 

that month against actuals

As part of the month end 

journal preparation process 

we ensure that the latest 

retention amount has been 

accrued for via that months 

journal

Start
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L&B Monthly Journals: Capital Project Accruals ( inc retentions)�

Estates�

Start


Before month end  reports are run to check that the months postings against the accruals from the previous month are reconciled, Checking to see if any of the invoices for the previous month accruals are now in Oracle. Omit these from my rolling accruals, this gives the new balance for the current month end accruals


Day -1
 run report GL 303, this gives current months transactions


After checking the Oracle reports for invoices, we need to update the manual accruals to account for work completed not invoices


Check all valuations received in month


Check the AP29 for invoices received but not accounted. (Holds)


Check the shared email account PSU.invoices@manchester.ac.uk


These are invoices that the supplier has been asked to send copies to so that any invoices that are to be entered onto Oracle but have not yet been received in the TPU can manually be accounted for on the month end accruals


Check the individual PM’s spend profile and cross reference their expected costs that month against actuals


Download the journal template


Once all steps on discover have taken place we then have to prepare that month accruals


Day -1 (1pm)
Prepare journal and enter onto Oracle


Each item on the journal has the back up documentation collated and this is coded in some instance pre coded, there will be some items that you need to carry forward from the previous month accruals, then we add the new accruals, which includes copy of invoices, latest valuation certificates


End


All capital journals must be reversed 


As part of the month end journal preparation process we ensure that the latest retention amount has been accrued for via that months journal


Each month( Usually by the 22nd a valuation certificate is issued by the QS that shows the value of work completed on site by project, by contractor.  On the valuation a retention amount is held back, we accrue the retention each time, the retention can be added to by contractor by project after each agreed valuation
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Month End: Correction in GL of EAM , Generate Labour Costs Journal
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Each maintenance level 5 

area has its own DW Activity 

code.

There is only one DM code 

for maintenance

Done to ensure 

maintenance area 

managers and their teams 

have accurate month end 

ccounts

Start

End

Day 0

Run 92a_EAM01 

monthly dept 

recharge.  This 

report shows all 

non recharge 

costs built up in 

the period.

Day 0

The labour element that has built up in the period is 

manipulated into a journal which reverses the non chargeable 

labour element

CR DW Activity code I.E. 5012

Dr dm00001 I.E. 5019

Circa £150k a month

Day 0

EAM sub ledger 

closed for the 

period

Labour entered on work order

DR DW activity Code I.E. 5012

Cr DM 0001 I.E. 5019
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Month End: Correction in GL of EAM , Generate Labour Costs Journal�

UMC�

EAM


Start


Labour entered on work order
DR DW activity Code I.E. 5012
Cr DM 0001 I.E. 5019


Each maintenance level 5 area has its own DW Activity code.
There is only one DM code for maintenance


 Day 0
EAM sub ledger closed for the period


Day 0
Run 92a_EAM01 monthly dept recharge.  This report shows all non recharge costs built up in the period.


Day 0
The labour element that has built up in the period is manipulated into a journal which reverses the non chargeable labour element
CR DW Activity code I.E. 5012
Dr dm00001 I.E. 5019
Circa £150k a month


End


Done to ensure maintenance area managers and their teams have accurate month end ccounts
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Month End: Food in Advance Adjustment Journal
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Cash Collections

AR Receipts

Management of the EPOS 

system

Food on Campus use EPOS Uniware sales software to record transaction 

every morning a till cash tally report is run for each outlet ( circa 40) the non 

cash takings are checked for discrepancies and then posted by Food on 

Campus Admin team.

At this point we account for the sales credit income and Debit bank.

Any food in advance cash received is recorded on MC00095, i.e. 1504 Rather 

than the outlet it was collected from, this is a holding a/c for payment in 

advance.

To account for the payments on the food in advance cards we run a separate 

EPOS report and Credit MC00095 AND Debit the individual outlet where the 

food was purchased

This is a monthly journal –the month end balance should always reconcile 

to “balance of funds report” from EPOS

Start

Uniware System

Day 0 3.00 p.m.

Both reports are dropped into a spreadsheet 

to reconcile the amount of monies used on 

the “food in Advance” cards spent on activity 

code and any unspent monies available on 

cards.  This unspent monies will be held on 

the balance sheet.  This information is used 

to populate the adjustment journal

Start

Day 0 3.00 p.m.

Run Oracle Report GL 201 to find the last 

days takings on  activity code “ food in 

Advance ”MC 00095, & I.E. Code 1504

Day 0 3.00 p.m..

Access Uniware system and run report “ 

Food in Advance Takings “ ensure your 

date parameters are set

Day 0 4.00 p.m.

Journal is then 

loaded into 

Oracle

End
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Month End: Food in Advance Adjustment Journal�

Management Accounts


Food on Campus�

Start


Uniware System


Cash Collections
AR Receipts
Management of the EPOS system


Start


Day 0 3.00 p.m.
Run Oracle Report GL 201 to find the last days takings on  activity code “ food in Advance ”MC 00095, & I.E. Code 1504


Day 0 3.00 p.m..
Access Uniware system and run report “ Food in Advance Takings “ ensure your date parameters are set


Day 0 3.00 p.m.
Both reports are dropped into a spreadsheet to reconcile the amount of monies used on the “food in Advance” cards spent on activity code and any unspent monies available on cards.  This unspent monies will be held on the balance sheet.  This information is used to populate the adjustment journal


Day 0 4.00 p.m.
Journal is then loaded into Oracle


End


Food on Campus use EPOS Uniware sales software to record transaction every morning a till cash tally report is run for each outlet ( circa 40) the non cash takings are checked for discrepancies and then posted by Food on Campus Admin team.
At this point we account for the sales credit income and Debit bank.
Any food in advance cash received is recorded on MC00095, i.e. 1504 Rather than the outlet it was collected from, this is a holding a/c for payment in advance.
To account for the payments on the food in advance cards we run a separate EPOS report and Credit MC00095 AND Debit the individual outlet where the food was purchased
This is a monthly journal – the month end balance should always reconcile to “balance of funds report” from EPOS
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Month End: Food on Campus Income Accrual
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Cash Collections

AR Receipts

Management of the EPOS 

system

Food on Campus use EPOS Uniware sales software to record transaction at 

the end of each day each outlet ( circa 40) cash up and cah is collected  by 

Security Plus, the following morning, staff check the cash taken against the 

till sales report and any discrepancies over £5.00 are investigated.  Security 

Plus confirm the cash takings around 2/3 days after the initial collection by 

email to Food on Campus Admin Team.

At this point we account for the sales credit income and Debit bank.

The timing difference generate the need for an income aacrual

Day 0 3.00 p.m.

Access Uniware system and run report “ Last Days 

Takings  “ ensure your date parameters are set to 

whole month” and the report includes data takings, 

outlet & type of sale

Day 0 4.00 p.m.

Journal is then 

loaded into Oracle

Uniware System

Start

End

Day 0 3.00 p.m.

Run Oracle Report GL303 to find 

the last days takings on  Parent 

Code 1057270 & i.e. 1504. the  

parameters are set “whole month”

Start

Day 0 3.00 p.m.

Both reports are dropped into a spreadsheet 

to reconcile .  The difference is the accrual, 

and is a timing difference.  To identify where 

the timings falls select the last transaction in 

the Oracle report and note the date posted, 

then cross reference this transaction to the 

Uniware data to find the date of takings on 

said transaction.

All takings after should be included in the 

income accrual, this is typically two/three 

days worth of transactions
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Month End: Food on Campus Income Accrual�

Management Accounts


Food on Campus�

Cash Collections
AR Receipts
Management of the EPOS system


Start


Uniware System


Start


Day 0 3.00 p.m.
Run Oracle Report GL303 to find the last days takings on  Parent Code 1057270 & i.e. 1504. the  parameters are set “whole month”


Day 0 3.00 p.m.
Access Uniware system and run report “ Last Days Takings  “ ensure your date parameters are set to whole month” and the report includes data takings, outlet & type of sale


Day 0 3.00 p.m.
Both reports are dropped into a spreadsheet to reconcile .  The difference is the accrual, and is a timing difference.  To identify where the timings falls select the last transaction in the Oracle report and note the date posted, then cross reference this transaction to the Uniware data to find the date of takings on said transaction.
All takings after should be included in the income accrual, this is typically two/three days worth of transactions


Day 0 4.00 p.m.
Journal is then loaded into Oracle


End


Food on Campus use EPOS Uniware sales software to record transaction at the end of each day each outlet ( circa 40) cash up and cah is collected  by Security Plus, the following morning, staff check the cash taken against the till sales report and any discrepancies over £5.00 are investigated.  Security Plus confirm the cash takings around 2/3 days after the initial collection by email to Food on Campus Admin Team.

At this point we account for the sales credit income and Debit bank.

The timing difference generate the need for an income aacrual
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Month End: Short  & Long Term Deposit  Interest Accrual
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Start

Using a list of all 

short/long term 

deposits that are 

kept on a 

spreadsheet 

called “ Interest 

Accrual” Each 

deposit interest is 

calculated to the 

end of each 

current month 

All deposits maturing before 

the end of the current month 

are highlighted to ensure that 

they are not included in the 

month end accrual figure 

Day 0 8.00 a.m.

This information is used to calculated 

the interest for the current month and 

populates the Jnl in Oracle

Journal 

Posted on 

Oracle

End
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Month End: Short  & Long Term Deposit  Interest Accrual�

Treasury�

Start


Using a list of all short/long term deposits that are kept on a spreadsheet called “ Interest Accrual” Each deposit interest is calculated to the end of each current month 


All deposits maturing before the end of the current month are highlighted to ensure that they are not included in the month end accrual figure 


Day 0 8.00 a.m.
This information is used to calculated the interest for the current month and populates the Jnl in Oracle


Journal Posted on Oracle


End
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Month End: RBS Monthly Accrual
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Start

Within the month all RBS 

card users procure goods 

and services  ( includes 

frequent travellers) These 

transactions are recorded on 

Smart Data Online (SDOL)

In real time the user 

community can access this 

system and code all of their 

purchases by logging onto 

the system and manually 

coding their transactions.

N.B.

All errors are corrected on 

the 1stday of the new month

Day 0

SDOL is 

downloaded onto 

a spreadsheet

This is checked for 

errors. All errors 

are filtered to the 

correct school 

suspense a/c

School housekeeping 

task

The journal is then loaded 

onto Oracle as a reversing 

journal

Once all transaction 

are coded correctly or 

in a suspense account 

this information will 

then be used to 

populate the journal

All anomalies to be sent to 

FOMS and School 

Accountants to ensure 

retraining of the Card Holder

End Journal Posting
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Month End: RBS Monthly Accrual�

Treasury & Banking


Start


Within the month all RBS card users procure goods and services  ( includes frequent travellers) These transactions are recorded on Smart Data Online (SDOL)
In real time the user community can access this system and code all of their purchases by logging onto the system and manually coding their transactions.

N.B.
All errors are corrected on the 1st day of the new month


Day 0
SDOL is downloaded onto a spreadsheet


This is checked for errors. All errors are filtered to the correct school suspense a/c
School housekeeping task


The journal is then loaded onto Oracle as a reversing journal


Once all transaction are coded correctly or in a suspense account this information will then be used to populate the journal


All anomalies to be sent to FOMS and School Accountants to ensure retraining of the Card Holder


End


Journal Posting
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Month End: Treasury Erasmus Journal
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A grant is given from the British Council to the UoM to 

sponsor the cost of students studying abroad in Europe 

for one year.  The funds are paid bi annually into a Euro 

Account at the UoM.  All funds allocated per student are 

pre paid onto an Erasmus card and UoM is billed by 

Access Prepaid, which is then netted off the Grant held in 

the Erasmus bank account UoM

This is allocated to each 

student on a prepaid card

The card is loaded twice per 

year

This grant is £800k per 

annum 

“Access Prepaid” invoice 

the UoM Erasmus bank 

account with the cost of 

loading the prepaid cards

British Council 

deposit fund into 

the UoM Erasmus 

bank account 

The student 

receives a prepaid 

card to take with 

them on their one 

year European 

year out. 

Start

Access Prepaid 

load the allocated 

funds onto each 

student card

This is then 

uploaded into 

Oracle as a 

Euro Journal

Each month a breakdown of the students 

expenditure that is deducted from the prepaid cards 

is sent to Treasury by email via a spreadsheet

Treasury receive the 

spreadsheet and check 

the DR FA 02430 4230 

and Cr WP00410 9340 

balance and populate 

the journal template

End
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Month End: Treasury Erasmus Journal�

British Council�

Access Prepaid
Western Union


Treasury�

Student Recruitment�

Start


The student receives a prepaid card to take with them on their one year European year out. 


A grant is given from the British Council to the UoM to sponsor the cost of students studying abroad in Europe for one year.  The funds are paid bi annually into a Euro Account at the UoM.  All funds allocated per student are pre paid onto an Erasmus card and UoM is billed by Access Prepaid, which is then netted off the Grant held in the Erasmus bank account UoM


“Access Prepaid” invoice the UoM Erasmus bank account with the cost of loading the prepaid cards


Access Prepaid load the allocated funds onto each student card


British Council deposit fund into the UoM Erasmus bank account 


This is allocated to each student on a prepaid card


The card is loaded twice per year


Each month a breakdown of the students expenditure that is deducted from the prepaid cards is sent to Treasury by email via a spreadsheet


Treasury receive the spreadsheet and check the DR FA 02430 4230 and Cr WP00410 9340 balance and populate the journal template


This is then uploaded into Oracle as a Euro Journal


This grant is £800k per annum 


End
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Month End: Grant Income Recognition Process 
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P2P

Process

FEC 

Journals

Research

Process

Payroll

Process

Accruals/

Prepayments

Process

Capital

Adjustments

Code Set 

Up

Process

Code set up training should include 

requirements for this process. Grouped 

matched should include holding account 

code in set up fields.

Day 0 3pm

Run GL201 and send out to faculties

Accrued 

Income

Provisions

Process

Start

Mid-month

Run GL201 report to 

list all codes by type

Drop report filtered on PRC 

matched + PRC matched groups 

into standard spreadsheet to 

calculate defer / accrual

Post reversing 

journal

Capital items should be 

remove from this calculation

End

Review and 

ensure all correct 

by day -3

HOSF review all grants 

flagged PRC other and 

defer / accrue any income 

in line with contract

HOSF review 

balances

Reconcile DI + AI 

balance for HOFFRA 

review Day 1

Dr Cr Income

Dr/Cr deferred income PRC other

accrued income

Each contract must be reviewed 

individually. These contracts should be rare 

and increase in number should trigger 

review of contracts costing.

End End

Day 0 8am

RBS accrual
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Month End: Grant Income Recognition Process �

UoM


P2P
Process


FEC 
Journals


Research
Process


Financial Controllers Team�

Payroll
Process


Accruals/Prepayments
Process


Capital
Adjustments


Code Set Up
Process


Day 0 3pm
Run GL201 and send out to faculties


Accrued Income
Provisions
Process


Code set up training should include requirements for this process. Grouped matched should include holding account code in set up fields.


End


Start


Mid-month
Run GL201 report to list all codes by type


Drop report filtered on PRC matched + PRC matched groups into standard spreadsheet to calculate defer / accrual


Post reversing journal


Capital items should be remove from this calculation


HOSF / HOFFRA�

Review and ensure all correct by day -3


HOSF review all grants flagged PRC other and defer / accrue any income in line with contract


HOSF review balances


Reconcile DI + AI balance for HOFFRA review Day 1


Dr Cr Income
Dr/Cr deferred income PRC other
accrued income


Each contract must be reviewed individually. These contracts should be rare and increase in number should trigger review of contracts costing.


End


End


Day 0 8am
RBS accrual
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Capital Income Recognition
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Month End

Commissioning of 

FA

Start

Day 0 10.00a.m.

Run Oracle report GL201 

for current month 

All commissioned assets on R 

or P codes recognise income 

to the value of the asset costs

All R codes =

DR Revenue Research Income 1207

CR  Capital Research Income 1206

All P codes SOF 10 =

DR Revenue HEFCE Income 1027

CR Capital HEFCE Income 1026

All Other P codes = 

DR Revenue Other Grants Income 1227

CR  Capital Other Grant Income 1226

Day 0 Noon

This then feeds the jnl creation 

using the attached accounting 

format

External Grant 

Income Recognition 

Process

( zeroing)

All external grants for capital must be recorded in the project ledger using R 

and P codes, if the asset is matched funded by the University the university 

funded element should be accounted for on an AA code .  Income is 

recognised in full when a capital asset is commissioned. The value of income 

recognised equals the cost of the asset on the R or P code

End
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Capital Income Recognition�

HOSF�

Management Accounts
Capital Team�

Financial Controller Team�

Month End
Commissioning of FA


Start


 Day 0 10.00a.m.
Run Oracle report GL201 for current month 


All commissioned assets on R or P codes recognise income to the value of the asset costs


All R codes =
 DR Revenue Research Income 1207
CR  Capital Research Income 1206
All P codes SOF 10 =
DR Revenue HEFCE Income 1027
CR Capital HEFCE Income 1026
All Other P codes = 
DR Revenue Other Grants Income 1227
CR  Capital Other Grant Income 1226



Day 0 Noon
This then feeds the jnl creation using the attached accounting format


External Grant Income Recognition Process
( zeroing)


All external grants for capital must be recorded in the project ledger using R and P codes, if the asset is matched funded by the University the university funded element should be accounted for on an AA code.  Income is recognised in full when a capital asset is commissioned. The value of income recognised equals the cost of the asset on the R or P code



End
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L & B:Monthly Update Process  –Costs, Depreciation 
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To be retired from Aug 15

Open the L&B 

FAR 

In “DCG release calculations” tab update 

current date , ensure formula are copied down 

to include all assets.  Copy current month 

charges values into register

Download  the Oracle 

Web ADI  journal 

template 

Log into Oracle discoverer 

plus and run GL 201

Current month

Includes all activity codes

I.E. code 9001,9051

In “depreciation calculations” tab 

update current date , ensure formula 

are copied down to include all assets.  

Copy current month charges values 

into register

In each of the calculation 

tabs ensure Oracle codes 

reference the current month 

in the register

Day 0

Upload the 

journal onto 

Oracle and 

Post

Start

End

Update the FAR 

with all the following 

costs that are 

associated within 

the month

Print out output 

from spreadsheet

This is then 

exported to 

an excel 

spreadsheet

Copy and paste the 

depreciation & DCG release 

figures from FAR to the journal, 

including the relevant activity 

and I.E codes to post

On the 

spreadsheet filter 

out all zero 

balances
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L & B:Monthly Update Process – Costs, Depreciation �

Capital Finance Office�

Open the L&B FAR 


Log into Oracle discoverer plus and run GL 201
Current month
Includes all activity codes
I.E. code 9001,9051


Start


This is then exported to an excel spreadsheet


On the spreadsheet filter out all zero balances


Print out output from spreadsheet


Update the FAR with all the following costs that are associated within the month


Copy and paste the depreciation & DCG release figures from FAR to the journal, including the relevant activity and I.E codes to post


Download  the Oracle Web ADI  journal template 


Day 0
Upload the journal onto Oracle and Post


End


In “depreciation calculations” tab update current date , ensure formula are copied down to include all assets.  Copy current month charges values into register


In “DCG release calculations” tab update current date , ensure formula are copied down to include all assets.  Copy current month charges values into register


In each of the calculation tabs ensure Oracle codes reference the current month in the register


To be retired from Aug 15
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Month End: Fixed Asset Equipment Monthly Update
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Yes

No

Yes

No

Yes

No

Yes

No

Yes

Yes

No

Yes

No

Start

Update commission 

date 

FA New 

Year 

Process

Does the asset type 

need to be updated

Add costs to FAR 

in current month 

against current 

asset

Add the addition 

to the register

In” DCG received” 

jnls tab ensure 

formula is copied 

down

Is it 100% 

transfer

Run GL 201 report 

for i.e. codes

9011,9016,9021,90

31,9041,9046,9047

In the “DCG release” calculations tab 

update current date, ensure all 

formula are copied down to include all 

assets and copy values ( current 

month charges) into register

Open the Fixed 

Asset Register

Recognition 

of Income

End

Compare to FAR 

to identify new 

assets

New Asset 

Process

In the “depreciation” calculations tab update 

current date, ensure all formula are copied 

down to include all assets and copy values  ( 

current month charges) into register

Update asset type

New Assets?

In each calculation tab ensure 

Oracle values reference the current 

month in the register.  Using Oracle 

details in calculation tabs produce 

the Journal for upload

Reconciliation 

Process

Enter 

Journal 

on 

Oracle

Does the 

commission date 

need updating

Is this the first 

month of the new 

financial year?

Update end date

Is it a cost transfer

Does the end date 

need updating

Amend Oracle 

information on the 

FAR & add the 

transfer date
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Month End: Fixed Asset Equipment Monthly Update�

Capital Finance Office�

Yes


No


Yes


No


Yes


No


Yes


No


Yes


Yes


No


Yes


No


Is this the first month of the new financial year?


In” DCG received” jnls tab ensure formula is copied down


Recognition of Income


Update asset type


Is it 100% transfer


New Assets?


Run GL 201 report for i.e. codes
9011,9016,9021,9031,9041,9046,9047


Start


Add costs to FAR in current month against current asset


Is it a cost transfer


Enter Journal on Oracle


Amend Oracle information on the FAR & add the transfer date


Does the asset type need to be updated


Update commission date 


End


In the “DCG release” calculations tab update current date, ensure all formula are copied down to include all assets and copy values ( current month charges) into register


Update end date


Add the addition to the register


In each calculation tab ensure Oracle values reference the current month in the register.  Using Oracle details in calculation tabs produce the Journal for upload


FA New Year Process


Does the commission date need updating


In the “depreciation” calculations tab update current date, ensure all formula are copied down to include all assets and copy values ( current month charges) into register


Open the Fixed Asset Register


New Asset Process


Does the end date need updating


Reconciliation Process


Compare to FAR to identify new assets
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Consolidation Process
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HOSF download CP 

report to spreadsheet. 

This populates 

headlines table and 

variance analysis table

Start

End

Write comments in 

variance analysis table 

to explain variances and 

outturn

Copy headline table to powerpoint and 

write commentary to match variance 

analysis. This is 2 separate slides:

1) Research slide completed by RA

2) Headline slide completed by HOSF

Send spreadsheet and 

powerpoint to 

HOFFRA / CA

Read each school / 

department 

spreadsheet variance 

analysis

Run faculty CP report 

and add to spreadsheet

Write comments in 

variance analysis table 

to explain variances and 

outturn

Copy headline to 

powerpoint and write 

commentary to match 

variance analysis

Send headlines and 

research slide to 

management accounts

Send research slide to 

RA

Read each faculty 

spreadsheet variance 

analysis and powerpoint

Run UoM CP report and 

add to spreadsheet

Write UoM headline and 

balance sheet and copy 

faculties into pack

Research accountant 

compiles research page

DAY 1

DAY 2

DAY 3

Compile final pack:

1) Headline UoM (MA)

2) Cashflow report from MA (process 29)

3) Investion report (CorpAcs)

4) Balance Sheet (MA)
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Consolidation Process�

HOSF and Research Accountant


CA / HOFFRA�

MA�

HOSF download CP report to spreadsheet. This populates headlines table and variance analysis table


Start


End


Write comments in variance analysis table to explain variances and outturn


Copy headline table to powerpoint and write commentary to match variance analysis. This is 2 separate slides:
1) Research slide completed by RA
2) Headline slide completed by HOSF


Send spreadsheet and powerpoint to HOFFRA / CA


Read each school / department spreadsheet variance analysis


Run faculty CP report and add to spreadsheet


Write comments in variance analysis table to explain variances and outturn


Copy headline to powerpoint and write commentary to match variance analysis


Send headlines and research slide to management accounts


Send research slide to RA


Read each faculty spreadsheet variance analysis and powerpoint


Run UoM CP report and add to spreadsheet


Write UoM headline and balance sheet and copy faculties into pack


Research accountant compiles research page


DAY 1


DAY 2


DAY 3


Compile final pack:
1) Headline UoM (MA)
2) Cashflow report from MA (process 29)
3) Investion report (CorpAcs)
4) Balance Sheet (MA)
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Month End: Cash flow Report ( Management Accounts)

C

F
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Opening BS

Oracle

Fixed Asset 

Register

Manual Subs

P & L

Closing BS Corporate Planner

TB Report

CF

Check materiality of all 

sundry items

If > £0.50m -Investigate

If <£0.50m -Leave

Completion time per 

month 1 hour
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Month End: Cash flow Report ( Management Accounts)�

CFO�

Opening BS


Oracle


Fixed Asset Register


Manual Subs


P & L


Closing BS


Corporate Planner


TB Report


CF


Check materiality of all sundry items
If > £0.50m -  Investigate
If <£0.50m - Leave



Completion time per month 1 hour
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Month End: Consolidation Process  –Share Capital
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Start

On the SUBS and 

UoM elimination 

spreadsheet Jnl 1 

ensures that all 

share capital 

relating to SUBS 

is eliminated

Generally these figures 

are in place month on 

month (they do not usually 

change) If a change does 

occur, CA  should be 

notified by the SUBS -7 

working days prior to 

Month EndDay 0

As a check on CP that the  

JNL 1 has been uploaded 

the GL 201 report is run 

and reconciled to the 

eliminations spreadsheet 

All notified changes will be 

updated on Jnl 1  -of the 

subsidiary eliminations and 

UoM eliminations workings 

spreadsheets ( saved in G:\Fin\

Tax & Companies\Man 

Accounts\14-15\Workings). 

End

In rare cases where a journal is required, a 

journal is raised by Corporate Accounts on 

Oracle to amend the investment balance 

within the University
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Month End: Consolidation Process – Share Capital�

Corporate Accounts�

Start


On the SUBS and UoM elimination spreadsheet Jnl 1 ensures that all share capital relating to SUBS is eliminated


Generally these figures are in place month on month (they do not usually change) If a change does occur, CA  should be notified by the SUBS -  7 working days prior to Month End Day 0


As a check on CP that the  JNL 1 has been uploaded the GL 201 report is run and reconciled to the eliminations spreadsheet 


All notified changes will be updated on Jnl 1  - of the subsidiary eliminations and UoM eliminations workings spreadsheets ( saved in G:\Fin\Tax & Companies\Man Accounts\14-15\Workings). 


In rare cases where a journal is required, a journal is raised by Corporate Accounts on Oracle to amend the investment balance within the University


End
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Month end: Minority Interest

C

o

r

p

o

r

a

t

e

 

A

c

c

o

u

n

t

s

50% is owed to 

Manchester Metropolitan 

University as part of the 

contribution from Sugden 

Sports trust.  It only feeds 

through to the spreadsheet 

at 50% of the total on the 

I.E. surplus

On the balance sheet: We 

show two tables one 

shows subsidiaries ( 

Including Sub Eliminations 

but excluding UoM 

Eliminations) The second 

shows UoM Eliminations 

only.   The sum of the two 

above reserves should 

equal the accumulative 

minority interest.

On the UoM Eliminations 

PowerPoint there is a 

commentary box –

reflecting the minority 

interest balance

Start

All other eliminations are 

entered onto a spreadsheet 

template

In the Elimination 

workings spreadsheet: 

The Sugden figure 

automatically feeds 

trough from CP –

upload sheet for 

Sugden

Once complete we review the 

difference and ensure it is the same 

as the “in month” Sugden figures

End
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Month end: Minority Interest�

Corporate Accounts�

Start


In the Elimination workings spreadsheet: The Sugden figure automatically feeds trough from CP – upload sheet for Sugden


All other eliminations are entered onto a spreadsheet template


Once complete we review the difference and ensure it is the same as the “in month” Sugden figures


End


50% is owed to Manchester Metropolitan University as part of the contribution from Sugden Sports trust.  It only feeds through to the spreadsheet at 50% of the total on the I.E. surplus


On the balance sheet: We show two tables one shows subsidiaries ( Including Sub Eliminations but excluding UoM Eliminations) The second shows UoM Eliminations only.   The sum of the two above reserves should equal the accumulative minority interest.
On the UoM Eliminations PowerPoint there is a commentary box – reflecting the minority interest balance
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Month end: Manual adjustment for studentships  ( Ext Funded)
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This process exists to 

counter the double 

accounting of the income 

and non pay

Annually the UoM receives funding from the RCUK for PGR students, due to a 

system anomaly we are currently recognising the tuition fee element of this funding 

twice and also in error inflating our non pay costs, so our contributions are correct 

but our income and expenditure are both artificially too high. This process counters 

this

Annually the HOSF journals

Dr Tuition fees I.E 1159

CR Non pay student fees I.E. 4231

On the prepared 

template the FSA 

must ensure that 

the tuition fee 

element of other 

grant income is 

spread across the 

life of the student

Start

Annually a list is 

produced of all 

externally funded 

students and 

sends this to the 

HOSF

End
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Month end: Manual adjustment for studentships ( Ext Funded)�

Faculty School
Accountant�

HOSF�

Faculty
PGR Team�

Start


Annually a list is produced of all externally funded students and sends this to the HOSF


This process exists to counter the double accounting of the income and non pay


Annually the UoM receives funding from the RCUK for PGR students, due to a system anomaly we are currently recognising the tuition fee element of this funding twice and also in error inflating our non pay costs, so our contributions are correct but our income and expenditure are both artificially too high. This process counters this


Annually the HOSF journals
 Dr Tuition fees I.E 1159
CR Non pay student fees I.E. 4231


On the prepared template the FSA must ensure that the tuition fee element of other grant income is spread across the life of the student


End
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