FMS CASH ADVANCE PROCEDURES

STEP 1   -  WHAT TO  DO WHEN YOU RECEIVE THE REMITTANCE ADVICE FROM LB HILLINGDON SHOWING THE MONTH’S CASH ADVANCE PAYMENT

Fund to Bank Journals (advance to bank account)

· Focus
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· Budget Management 
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Fund To Bank Journal

This will bring you into the Browse screen
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To save and post, click 
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STEP 2  -  WHAT TO DO WHEN THERE IS MOVEMENT ON THE CASH ADVANCE STATEMENT.  

- PLEASE NOTE YOU SHOULD TREAT THE WHOLE OF EACH APRIL’S CASH ADVANCE AS MOVEMENT IF YOUARE NOT IMPORTING THE BUDGET VIA AN AUTOMATED LINK
· Focus
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· Budget Management
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· Fund Allocation
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Select the appropriate fund (double-click on the blue line)

TAB 1: Basic
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Click on
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or

Enter
(
Amount to increase / decrease by 
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CFR Apportionment ( Select appropriate area/areas and enter applicable amounts until reducing balance is zero.
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 Select  SAVE

These movements generate the Allocation figure  which must  match the “Total Funding Available” on your Cash Advance Statement
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To check past allocations - TAB 2: History

Click on Tab 2 to view the Fund Allocation History browser.

This screen displays the date and amount that the fund had been increased / decreased by.  It also shows the User ID and the relevant narrative.  

STEP 3 -   A DECISION THEN HAS TO BE MADE AS TO 
                   WHICH COST CENTRE THE MOVEMENTS SHOULD 
                  BE ADDED TO/DEDUCTED FROM

Cost Centre Allocations / Virements

· Focus
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· Budget Management


· Cost Centre Allocation

This will bring you to the Cost Centre Allocation Details screen.

Allocating Expenditure / Income Budgets

Highlight the Cost Centre you wish to allocate to and click on Focus Mode

or double-click on the Cost Centre.

This will display the Cost Centre broken down into linked 

Ledger Codes.  Expenditure and  income budgets are 

allocated to Cost Centres at Ledger Code level and are 

displayed on this screen.

To add/amend an expenditure/income budget, highlight the relevant Ledger Code 


and click on  Edit    

Select

(
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- See fig (i) on the next page 







If using a Cash Advance Movements Expected cost centre then instead of increasing an expenditure budget you should decrease the relevant income budget.

The cost centre budget allocations generate the Budgeted figure below.  This should also agree with the “Total Funding Available” on the Cash Advance Statement.
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If you have any questions please contact your Link Officer.

Schools Finance Team                                            August 2019
Note:


If you have an increase and a decrease e.g. SEN contingency reduction of £2,400 plus additional literacy £1,000, they must be entered separately i.e. first a ‘Decrease Allocation’ of £2,400, then an ‘Increase Allocation’ of £1,000.
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Fig (I) - Amending Expenditure / Income Budget Allocation





Select the profile model by clicking on the Browse button. 





This narrative should include any revisions i.e. original budget £4500 + £500 virement from another cost centre.
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