Imprest Claims – Hints & Tips 

Overview of school budgets & bank accounts:

The school budget is held by WBC, but set aside for school use. All central payments and receipts are monitored on WiSER and the school notified by the monthly WiSER report. The school then updates its own FMS6 system accordingly.
But some local spending is required at the school, to pay invoices and bank any income.
So WBC has put some money (your “notional advance”) in a bank account for each school, and given the school the cheque book and paying in book. The school may choose to convert some of this to actual cash for use in school. The local spending and income is recorded on FMS6.
Once a month the school has to tell WBC  what local spending / income there has been so WBC can enter this on WiSER and also top the bank account back up to the agreed amount. This is called an “imprest claim” or “bank claim.”
Preparation

An imprest claim can only be done using income and expenditure up to the day before. So do make sure that all invoices have been paid and income recorded. Also ensure that all bank statements have been reconciled.

If you can avoid entering invoices until you are able to pay them, this is ideal, but if you do have any on the system, make a note of these with the ledger codes and amounts due.

How to actually do the claim

1. You will need:
· The latest bank statement (you do need to reconcile the latest statement and post any unallocated receipts)
· A note of the petty cash balance if applicable (focus/general ledger/petty cash/cash in hand) ****

· Petty cash breakdown if applicable (reports/general ledger/petty cash/ledger code expenditure listing/enter dates of this claim) ****

· A list of all transactions that have not been reconciled on a bank statement (reports/general ledger/bank/unreconciled transaction listing/all dates)****
· The claim on FMS6 (reports/general ledger/bank/bank claim/add/enter end date as yesterday/print.) DO NOT answer the question about it being satisfactory yet – say “No”, close the window and minimise FMS6 **** (return to this later once the claim is complete and change the answer to “yes”)
2. Prepare the imprest claim spreadsheet: ****
· Download from the web and fill in the yellow boxes. Select the school name on the dropdown list and the notional advance amount will autofill. Put in name and post of the person authorising.
· Fill in the start and end dates of the claim
· “Save as” this month’s claim

3. Enter the income/expenditure
· For all the amounts listed on the breakdown page of the claim report, enter these onto the imprest spreadsheet in the relevant place. 
· Where there is income and expenditure on one code, enter both the amounts so you can always check back (eg “=500-40.34”)

· If you use petty cash, enter these amounts as well, adding to amounts already entered if required

· If you have any local spend on capital codes, enter these on the capital tab, remembering to complete the project code and description of the project  

4. Enter the VAT
· For each vat code (20%, 5% and income) the figure you need in the box on the Vat tab is…
· this month’s expenditure (inc petty cash if applicable)

· LESS this month’s receipts

· ADD the figure in last month’s claim (use -ve for inc vat) NB only for the claims that have been processed since the last claim  and for which you have entered the reimbursement
· This makes the adjustments necessary for any invoices cancelled etc
5. Do the reconciliation

This is to check that the claim will bring the bank account bank to the correct level

· Enter the date of the last bank statement
· Enter the closing amount of the last bank statement

· Enter payments in (from unreconciled listing)

· Enter cheques drawn (from unreconciled listing) as a positive figure
· Enter any claim not yet reimbursed (IF entered on FMS6)

· Enter any net credit return claim not yet processed (IF entered on FMS6)

· Enter any cash float

The claim should now show as balanced with 0.00 in the variance box!

6. Check for any errors
If, despite your best efforts, the claim does not balance, and there is an amount in the variance box, or warning messages on the reconciliation page, you need to track down the problem. It is likely to be one of the following….
· You have forgotten the petty cash

· You have forgotten the petty cash Vat

· You have entered income as +ve when it should be –ve
· The reports you have printed do not all have the same dates

· You have not entered the previous claim reimbursement

· You have mis-typed one (or more) of the figures
Hint – check the total expenditure less receipts on the breakdown printout matches the net expenditure you have entered, if not you have put one of these in wrong.

If you cannot find the reason for your variance, DO NOT “hide” it within another figure on the reconciliation! Send in the claim, highlighting the variance and we will help you track it down. 

Once the claim balances and you’re happy it all reconciles, go back to FMS where you said “no” to the question about the claim being satisfactory, and change your answer to “yes” to confirm the claim is OK (see section 1).

Paper claim

The claim needs to be printed and signed by the head and kept in school. It often works well to file all the invoices, petty cash slips and income reports with the claim, showing the list of cheques etc at the front. This makes it easy to locate individual invoices.

Sending the claim to WBC
For audit purposes, the claim must be emailed to WBC by the head. In most schools the bursar emails it to the head to be checked and forwarded. 
Please ensure it is sent to the help desk not individual officers so it does not sit in an in-box for ages. Please do not copy Schools Finance on the email that you send to the head – we cannot process the claim until it comes directly from your head and if you send it in as well there is a risk of confusion or duplication.
Entering the reimbursement

You need to tell FMS6 about the reimbursement from WBC. This is not income as such, but needs to affect your bank balance. 

This can be done as soon as the claim is sent, or once you receive the remittance advice email, or when you see the amount come in to your bank. As long as you are consistent it does not matter, but do remember to do it and to do it only once!

Net expenditure needs to be entered as a fund to bank journal:
· Focus/Budget management/fund to bank journal/add/increase bank (unless it is a net credit return in which case decrease the bank) 

· Check the period (best to use period of claim?) and fund (FC01) 
· Enter net amount and suitable narrative (eg “sept imprest claim”) If more than one amount on the remittance, enter each individually.
Vat amounts need to be a vat reimbursement journal

· Focus/General ledger/manual journal processing/add/vat reimbursement

· Enter period and narrative (eg “sept imprest vat”)

· Select bank account (just enter 9 and it will find it) and enter reference (eg “sept imprest vat”)
· Add journal lines, 

For 20% exp vat – 
CREDIT  code 9011
For 5% exp vat – 
CREDIT  code 9003
For income vat – 
DEBIT  code 9012

and the bank will sort itself

· save and post
Reconcile to WiSER
Check last claim is showing on WiSER. There is no need to do anything with it, just check the amounts from FMS6 are on WiSER.

Net credit return

Occasionally, the school may have more income than expenditure in a month so technically “owes” WBC some money. The claim is processed as usual but instead of actually taking the money out of the school bank (WBC has no authority to do that) the amount is remembered by the system and taken off the next normal return.

So the amount is NOT taken off you, but the next claim will show a strange amount coming into the bank.

NB if you are receiving unusually high levels of income but would rather avoid net credit returns (which sometimes cause confusion), don’t forget that you can pay income in centrally (i.e. direct to WBC). This will be processed into WiSER but without affecting your imprest bank account.

Timing

Imprest claims have to be done at least monthly so that your system and WiSER never get too far out of alignment.

Schools can do their imprest claims at any point in the month, but they are processed into WISER every week. All imprest claims submitted to Schools Finance, by the HEAD, by 5pm on a Tuesday, will be processed by the end of Friday, and will be paid by Friday of the following week at the latest. 
Two systems schools use are :

System A

As soon as the monthly WiSER report comes in, reconcile that, do an imprest claim and any monthly reporting that school / WBC requires. This means that you do one set of month end reports and all systems are reconciled on one day.

System B

Do an imprest claim on the last day possible (5 working days before end of month) for WBC to process it. Then do no spending until the WiSER report comes and FMS6 and WiSER should match on all except salary codes. 

But you can choose how you organise your school!

