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Fully Funded Checklist
Schools Traded Services

Monthly Payroll Procedures – SERCO
	
	Check
	Done

	1
	Receive print out from local payroll provider and check salaries, evidence that these have been checked and then sign off.
	

	2
	Contact your payroll provider if there are any errors or omissions. When the school has checked the draft payroll evidence the check by signing off and confirm to your payroll provider.
	

	3
	Receive the final/corrected salary print and ensure that this is authorised by the Headteacher prior to posting onto your local system – see below for instructions on how to post to your local system. 
	

	4
	Pay 75% of salary costs – see below for instructions
	

	5
	Pay 25% of salary costs – see below for instructions
	


RM Finance
3. Transactions>Expenditure – post salary costs to correct analysis codes and budget accounts to the CENTRAL Fund. 

3. Transactions>Credit Note – post total of salary costs to Payroll Control analysis and budget account to the CENTRAL Fund

4. Transactions>Expenditure – post total of invoice to Payroll Control analysis and budget account to the SCHOOL BANK

5.   Transactions>Expenditure – post total of invoice to Payroll Control analysis and budget account to the SCHOOL BANK

SIMS
3. Post as normal journal - Salary costs to each ledger code. DR to CFR codes and a Credit of total salary costs to Payroll control.
4. First invoice for 75% of salary costs do a cash book journal DR Payroll Control with amount of invoice and CR bank

5. Payover invoice the next month for 25% of salary costs do cash book journal DR Payroll Control and CR bank - this then clears out Payroll control.

Monthly Bank Procedures
	
	Check
	Done

	1
	When you receive your Bacs remittance advice – process your monthly advances on the system as per the Advances Schedule. Please check with your software provider on how to do this.
	

	2
	Process VAT reimbursement when BACS remittance received
	

	3
	Process your payroll 
	

	4
	Process income received locally and from the LA once the Bacs remittance advice is received
	

	3
	Reconcile your local system to the bank statement
	

	4
	Check that the difference between the bank statement balance and the cashbook balance on your local system are the un-reconciled items (listing of un-presented cheques/income)
	

	5
	Process your VAT claim – check the VAT Debtor
	

	6
	Close Period
	

	7
	Update your cash flow  monthly – check balance back to your local system and reports
	

	8
	Complete Income and Expenditure Statement. Ensure that the first column is the year to date figure for the current period e.g. when processing September I&E the figures should be from Period 1 to Period 6. Ensure this balances to your supporting report from your local system.
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