GUIDANCE ON COMPLETION OF QUARTERLY CAPITAL

RETURNS (QTRS 1, 2 & 3 only)

Each quarter schools are requested to complete a capital return; this guidance is for quarters 1,
2 & 3 (the final return of the year quarter 4 differs as it has a section on accruals). There are three sections
that require completion.

SECTION 1 — Actual Expenditure to date

The first part of the return will look like this:

] L [ L © L n L il Il El Il
The Green Abbey School Quarter 2 2009-10 CAPITAL RETURN
BUDGETS AGTUAL EXPENDITURE TO 31ST AUGUST 2009 TOTALS
0200 0840 acquisition Plant P jLotal
- " Funding land ! Design Super- Contract equipment icT il for Balance
Capital Funding Descriptions galances . Buget | oty | o s buicing  Veticles e pment | capita [ e
location Buildings machinery ;‘09(;":
CP04 cpP10 cp1 cpP12 Cp70 cp71 cp73 Y890 Y680
evolved Formula Capial (OFG) 1234 64,125 65,359 13470 3470 51,809
FC Advanice from 10/11 ] 0
Funding 20,000] 20,000 20,000
0] 0
| o |
0] 0
250 250] 250
Totals 1,234 84,375 85,609 0 0 13,470 0 0 0 0 0] 13,470 72,139
COMMENTS
Signat
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Positi
Date (dd/mmlyy)

In order to fill this part, you will need to print out a ‘Cumulative Expense Analysis’ Report for
your capital cost centres in FMS6 as follows:-

o

o

Click on Reports / General Ledger / Analysis / Cumulative Expense Analysis.

Please Select Cost Centre button (need to click in the circle)

Click on Cost Centre Group (magnifying glass)

Double click ‘All Cost Centres’ Folder

Select ‘Capital’ Folder

Leave the ‘Fund ‘ and ‘Ledger Group’ fields blank —L

Un-tick ‘Show Movement up to Period’ —

Leave 'Expand all Group details' ticked

Click on ‘OK’

Report Criteria -M&pense Analysis \ o]
Ng
«
View <> Ledger Code Summany < Cost Centre
<> Ledger Code Detail <> Cost Centre (Per Page)
Financia I Year 2018-19 \
Cost Centre Group | Q)
— =
Ledger Group I Y]
[ Exclude Balance Sheet Accounts
[ Exclude Ledger Codes with Zera Value
_\> Show Current Totals
Ol haw Movement up to Period! e
’ Expand all group details




This is what the report looks like. Please ensure that the report is in Cost Centre order and not
in Ledger Code order.
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| B | Show Gurrent Tatals - Tes
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| 18 |Ledger Ledger. Xotal Allocated Commitment ent. Inv'd Actual Bemaining

| 20 |Code Description
2
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|2

| 2 |CPO401 Seguis of landierdsting build gs 0.00 000 0.00 0.00 0.00

|28

| 26 |CP10-01 Capital design costs 0.00 000 0.00 0.00 0.00
b

| 26 |CP11-01 Capital supervision costs 000 000 0.00 0.00 000
2

| 20 |CP12-01 Capital building costs 65,359 00 1,15500 0.00 13,490.00 50,714.00
]

| 32 |CP70-01 Aeepis ireplaceraent of vehicles o.oo ono 0.00 000 000
3

| & CP71-01 Aeuis. of equipment 0.00 000 0.00 0.00 0.00

|8 —

| & |CP73-01 Computer hardware (capital) 0no 0no 000 000 oo
a7

=

| 28| Ledger Totals: 65,359.00 L155.00 0.00 3,490.00 50,714.00
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Input actual expenditure figures according to this report, which splits actual expenditure into
separate Ledger Codes, e.g., CP04, CP10, efc as shown below:-

Ensure you only key actual expenditure. Do not include budgeted or committed values.

The Green Abbey School Quarter 2 2009-1‘ CAPITAL RETURN
BUDGETS ACTUAL EX'PE’\lDlTURE TO 31ST AUGUST 2009 TOTALS
08.09 09-10 Acquisition ¢ Plant Private Revenue e
- N Funding land | Design  Super-  Conti equipment  ICT  income for income for Balance
Ganralpending|Descptions B“'f:’;"ces I:a“dgeﬁt Available | exist. Costs  vision  building VEMCIES 5 equipment capital  capital }f“ 5: remaining
allocation Buildings machinery project project 2“‘?(;':
cPo4 CP10 cP11 cP12 cpPro P71 cP73 Y690 Y680
Devolved Formula Capital (DFC) 1,234 64,125 65359 13470 1347 51,889
DFC Advance from 10/11 . 9 D
ifodemisation Funding 26,000 206,000 20,000
itiati 0 '\ A 1]
Post 16 Basic Needs \ | 1]
Successful & Popular School \ i [}
School Travel Fan 250| 250 \ | 250
Srant (07108 Funding) i
3 i . \.i]
Extended School Capital 08/09 Prog Vil
Extended School Capital 00/10 Prog T
School Specific- 0 | [} [}
[ I 0 0
0 1 [ [
Totals 1,234 84,375 85,609 0 [ 0 13470 0 0 0 b/ 0| 13,470 72.139]
COMMENTS
Signature
Name
Position
—% 1 | Remember Income ledger code amounts

These figures must also be the ‘actual’

Input name, position amounts.
and date




To save the ‘Cumulative Expense Analysis’ Report, while on the FMS6 System:-

o Click on PDF icon on the top left hand corner of the screen

of 1 £ [ C A1 | Pegewidth

Cumulative Expense Analysis - Cost Centre

Selection ;

FInancial Year - 200773
Cost Centre Group - 2 fremses

|h Fund - Al

Show Current Totals - Yes

[ﬁ Ledger - Al Exclude Ledger Codes With Zero Value - Mo
Show movement up to given penod- 44 Exclude Balance Sheet Accounts - Ho
User:us1 Establis hm ent : GGreen Abbey Schoo
Ledger Ledger Total Allccated  Commitment Cent. Invd Actual Remaining
cede Deserption
Ledger Codes Linked to Cost Centres
Current Totals
[ CostCentre Code: 200 Cost Centre Description:  Bulding Maninance
= Ledger Group: Maintenance of Premses
2001-01 Repairs 0.00 0.00 000
2002-01 Decoration 0.00 0.00 (]
200301 Senvicing 0.00 .00 0.00
200501 Sazng 000 0.0 oo
2006-01 Repar materak 000 000 oo
200701 Estabiis hment Funnng Costs 000 000 0.00 oo

o Save in an appropriate folder, ready to email as an attachment.

SECTION 2 - Forecasting expenditure

Scroll to the right of the Return and the next section will appear: (columns Q to Y)

Future Forecasts of
Remaining Balances

YEAR 1 FORECAST (13th June 2013 to 31st March 2014) YEAR 2 YEAR 3

Quarter 1

01-APR-13 | 13-JUN-13 | 12-SEP-13 | 0T-DEC-13 Totalfor | 20132014
Capital Funding Descriptions 13-JUN-13 | 11-SEP-13 | 06-DEC-13 | 31-MAR-14 0" | = - p 201415 201516
Quarter 1 | Quarter 2 | Quarter 3 | Guarter 4 - .

Actual Forecast | Forecast | Forecast Actual Actual Forecast Forecast
38,306

Devalved Formula Capital (DFC)

ic - F&F Mew Build Expans.
c - PSCP Expansion Ph 1

School égemflc - PSCP Expangion Phia
Totals

= |siscisicisicicicisisisisiois
= |sicisicisicioicsisisisiain
sioioiciosisisisisioiais

38.306 0 0

o This is where you input your expected expenditure for the following two years, this is
particularly important in Q3.



SECTION 3 - Procurement of Assets over £20,000

(Columns AA to AH)
Quarter 3 | 2017 - 18 Capital Return
Details of Assets procured (Over £20,000) this quarter
If a MR 7 Expected
Project Total . If a project: replacement .
—_— . i project: life of asset
Description Location completion or cost of Invoiced to balance asset (Select (select from
Purchase date project outstanding from drop-
date drop-down)
down)

o Capital Expenditure for individual assets valued over £20K should recorded here.
Individual assets should be extended to encompass projects, i.e. ICT Suites, estate wide
ICT infrastructure, building and refurbishment projects.

o If a project is ongoing and / or payments are being made in instalments it is acceptable to
estimate the total cost and balance outstanding at point of submission.

o ltis recognised that 'Expected life of asset' is subjective. Select the nearest reasonable
option from the drop-down list. If no reasonable option exists, please leave blank and
notify your link officer at point of submission.

Please email your completed return, together with your Cumulative Expense Analysis to
schoolfinancereturns@hillingdon.gov.uk and CC your link officer.

Should you have any queries regarding the above please do not hesitate to contact your
schools finance link officer (Steve Denbeigh 01895 556107, Greg Watson 01895 250451, Geeta
Chohan 01895 250432 or Davinder Devgon 01895 250458).

Schools Finance Team
June 2026
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