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Course title
Finance Year-End Training (for Budget Holders and Finance Support Roles)
Student Experience

Course objectives
· Provide an overview of QM Finance Year-End and related tasks
· Explain the Year-End memo published by the QM Financial Accounting team
· Explain how to use Agresso to extract key information to support decision-making
· Explain accounting for goods or services in the period received (accruals)

Format
This course is delivered in 1 hour using real examples on-screen and suggesting activities for attendees e.g. running transaction reports from last year to identify invoice payments & accruals across financial years.

Pre-requisites
· Have access to Agresso - https://agresso-web.qmul.ac.uk/BusinessWorld 
· Awareness of any grant funded budgets (or research grants) which can carry across financial years without necessarily being ‘reset’ at the end of July

Supporting information and guidance is available at: 
https://www.qmul.ac.uk/student-experience/intranet/finance--procurement/guidance/ 


Course topics       
1. Overview of the QM Year-End Process (15 mins)
2. Planning ahead to reduce work required at Finance Year-End (15 mins)
3. Automatic Accruals and Manual Accruals (15 mins)
4. Before and After – using Agresso to extract information (15 mins)


Summary of key actions
· Budget holders and requisitioners to maintain regular dialogue to coordinate required actions
· Regularly review open PO’s and ensure they are correctly goods receipted – refer to the goods receipting user guide.
· Contact Accounts Payable to help resolve any non-payment, purchase card or expense claim issues:
https://www.qmul.ac.uk/finance/intranet/sections/accounts-payable/contacts/
· Check the Agresso General Ledger Transactions web report for a complete picture of current activity including missing items.
· Contact suppliers if invoices remain unpaid, particularly under £500 net, which requires manual accrual.
· Consider any internal transfers due (in and out) and contact QM departments to action, if necessary.


Course Tutor
Hassan Mahmud
Directorate Administrative Officer (Operations and Improvement Team)
Student Experience




1. Overview of the QM Year-End Process (15 mins)
	
1.1. The Director agrees an annual Student Experience Directorate budget which budget holders work towards delivering for their own areas. This includes salary savings and additional cost savings or overspend (agreed in-year) captured in the forecast column which is referenced when anticipating your final year-end position (pay + non-pay MINUS income).

1.2. Budget holders are asked to provide regular budget commentaries to help track progress throughout the financial year which should reduce the amount of investigative work required at year-end.

1.3. General advice and guidance on the year-end process is provided by our Finance Partner, Nanda Beeharry, who can be contacted by Teams message or n.beeharry@qmul.ac.uk.

1.4. The process starts in late May when a memo with deadlines is sent to all Agresso users – click below to open the 2023/24 memo and procedures – please read them carefully & raise any queries as soon as possible. If you are taking leave during July or early August, please delegate your financial tasks to someone able to complete them in your absence preceded by a detailed handover of duties.





NB: Purchase card holders should submit their monthly statement for July (and any other outstanding) in Agresso by 7th August 2024.


1.5. The memo and procedures documents provide key information for budget holders and finance support role. Some processes are outside of Agresso and the budget holder/finance support role should identify if any of the following are outstanding:

· Internal expenditure on Porterage, QM Catering, Copy Shop & IT Services etc.
· Internal recharges for other items between QM departments (in and out)
· HR one-off payments and Student Ambassador payments for work in July (missing the previous month-end deadline)
· Income generation (invoicing external organisations) or donations received in advance
· Payment of paper expense claims for externals or students (travel, accommodation etc.)

1.6. The memo mentions Accruals several times which can be defined as adjustments for:
 1) Expenditure that have been incurred but are not yet recorded in the accounts, and 
 2) Revenues that have been earned but are not yet recorded in the accounts
with related entries inputted so that financial statements report these amounts e.g. for a pending invoice. 

For example, your annual budget for home decorating is £1,000 and you have your fence repainted for £200 on 30 December which uses up the remaining budget. But the worker isn’t paid until January – does the cost apply to the following year’s decorating budget?

QM financial regulations explain that pre-payments for goods or services are to be avoided – we pay for them in the financial year they were delivered. Please don’t goods receipt PO’s to pay in advance for the next financial year as payments can be adjusted by Finance into the correct accounting period. 

Subscriptions above £5,000 net are charged to your budget across the full subscription period even if this falls across two different financial years i.e. January to January, where 5/12 and 7/12 are charged.


2. Planning ahead to reduce the work required at Finance Year-End (15 mins)

2.1. Budget holders to regularly check that commitments turn into actual expenditure when reviewing their monthly report which includes total spend that month and total spend year-to-date compared to the full year budget. Monthly variances will be highlighted in green for underspend and red for overspend – remember to refer to the forecast column if an over/underspend is agreed and captured in-year.

2.2. The period report is summarised by cost centre (containing budget codes) and monthly accruals (above £500 net) contribute towards the total – once the finance support role goods receipts an Agresso PO any amount above £500 net (per PO line) will be accrued each month until the actual invoice(s) are paid:

Period 7 February - Accrue PO - 9473667, Feb 24 reversing Mar 24, CORE - Coaching by Darth Vader for Administrator @ £505 + VAT per session. £505 *ACCRUED ONCE GOODS RECEIPTED

Period 8 March - Reversing 481544 - Accrue PO - 9473667, Feb 24 reversing Mar 24, CORE - Coaching by Darth Vader for Administrator @ £505 + VAT per session. (£505) *ACCRUED MONEY RECEIVED INTO FOLLOWING PERIOD READY TO PAY INVOICE

Period 8 March - Accrue PO - 9473667, Mar 24 reversing Apr 24, CORE - Coaching by Darth Vader for Administrator @ £505 + VAT per session. £505 *INVOICE NOT PAID SO ACCRUAL PROCESS REPEATED

Period 9 April - Reversing 481544 - Accrue PO - 9473667, Mar 24 reversing Apr 24, CORE - Coaching by Darth Vader for Administrator @ £505 + VAT per session. (£505) *ACCRUED MONEY RECEIVED INTO FOLLOWING PERIOD READY TO PAY INVOICE

In period 7 (February) a positive number was accrued into period 8 (March) using a negative number (reversal). Therefore in period 8 (March) and onwards both transactions cancel each other out - either by another accrual OR the invoice being paid. 

In period 7 (February) this accrual contributed towards £505 + vat of actual expenditure in the budget report after being goods receipted but the invoice remains unpaid.


2.3. Regularly review the Agresso General Ledger Transactions Web Report to check commitments have been charged by invoice or other means in a timely manner. Alternatively, the ‘AP has an invoice been paid’ report shows payment information about specific POs without displaying accrual or other related information.

2.4. Good practice includes: 
1. Ensuring PO’s are goods receipted correctly and on time
2. Reminding suppliers to email invoices to apinvoices@qmul.ac.uk quoting the correct PO number
3. Pro-actively contacting suppliers about late invoices
4. Asking Accounts Payable to find out if any pending tasks (e.g. missing good receipt) are creating delays in the invoice being paid
Following this guidance will reduce the risk of invoices from earlier periods unnecessarily entering the Year-End process and creating additional finance work.
2.5. Always raise PO’s for goods and services in advance of them being delivered – you cannot accrue for a late invoice if there is no associated PO. This can happen when an invoice has turned up six months late into the next financial year (because no one was tracking the payment) & a new PO is required, thus the cost is allocated to the wrong financial year resulting in (avoidable) budget loss.

2.6. PO’s for goods & services for the next financial year can still be raised in July but should NOT be goods receipted until 1st August onwards, unless there is a requirement to pay early – in this case include the date of delivery in the PO description so that Finance can move the cost into the following financial year.


3. Automatic Accruals and Manual Accruals (15 mins)

3.1. The first step in determining what accruals are required is for budget holders and requisitioners to review their list of open PO’s which is circulated in an Excel sheet towards the start of June and shows receipt status and payment totals against raised PO’s. If all payments against a PO have been made, email the PO number to servicedesk@qmul.ac.uk requesting closure by the end of June.


3.2. Automatic accruals are charged to the current financial year (2023/24) when the following conditions have been met:

· The PO was raised between P1 and P12 (current financial year)
· The PO has been goods receipted by 5pm on Wednesday 31 July 2024
· The PO or outstanding invoice value is above £500 net (per PO line item OR remaining amount to be invoiced)
· The invoice has not been paid
· If the amount accrued is above £2,500 net, please have ready on file evidence of delivery if requested by auditors

Info: Partial accruals can be made if you have received part of the goods or services, say 25% in 2023/24, by goods receipting the appropriate quantity in Agresso.

3.3. Manual accruals are generally required when any of the following apply:

· If the PO was originally raised in the 2022/23 financial year (question why is it still open?)
· The PO or outstanding invoice value is under £500 net (per PO line item OR remaining amount to be invoiced)
· Payment is outside of Agresso (HR One-Off payment, Student Ambassador payment, Paper expense claim for students or externals etc.)
· If the PO was not goods receipted in Agresso by 5pm on Wednesday 31 July 2024 despite the goods or services being delivered

NB: Generally values below £500 NET are classified as immaterial in terms of their impact on the bottom line, but manual accruals can be requested providing evidence of delivery e.g. delivery note.
The deadline for submitting manual accruals is 6th August 2024 where you have a short period of time (starting 1st August) to determine the current state of play – please do not rush this process and feel free to ask for a sense check of your draft return before submitting it.
First check Agresso to confirm the payment status is still outstanding on the 1st August. If yes, the template below (click icon to open) is used to provide a summary of the manual accruals required:




4. Before and After – using Agresso to extract information (15 mins)

4.1. The ‘Outstanding Purchase Orders’ report shows all active PO’s raised against your cost centre - delete the default COSTC & BUDCODE text and enter your cost centre number and press the Search button. 

4.2. Check whether they are still required or can be closed because they relate to orders that were cancelled, where the PO was duplicated, or where the cost ended up being less than the original PO value.

4.3. Information presented includes the goods receipted status of the PO (ordered, delivered) and on the furthest right column (to invoice) how much is to be invoiced against the original net PO amount. The screenshot below provides an example of the report:
[image: ]


4.4. Check that all valid outstanding PO’s have been goods receipted correctly to confirm that goods/services were delivered by 31st July. If there are any discrepancies (Ordered compared to Delivered) please goods receipt them in the usual way & re-run this report to check the numbers were updated.

4.5. Amounts which have been goods receipted but not invoiced/paid can be calculated using the Outstanding PO report: ‘Amount delivered’ less ‘net amount paid’ (all figures exclude VAT).


4.6. The ‘General Ledger Transactions’ report shows whether outstanding invoices and other payments were made towards the end of July or start of August. Enter the cost centre or budget code & select the periods to review (P11, P12 etc.) then press the Search button. 

See the screenshot below for an example:

[image: ]
NB: Clicking the transaction number (for Agresso PO’s) will open a copy of the paid invoice for information. Press the Export button to take the report data into Excel where it can be sorted etc.


4.7. To identify real invoice payments from accruals, check if there is an invoice number in the relevant column for the transaction. If present, this confirms the invoice has been paid. Note that accrual transactions will not contain an invoice number. 

4.8. Barclaycard transactions can be identified by the name of the card holder submitting the expense being listed in the ‘Supplier (T)’ field of the report.










4.9. The ‘AP Has an invoice been paid’ report can help determine if an invoice is on the Accounts Payable system to be paid. Enter the related PO number to run this report.
 
4.10. Delete the default entry in the SuppID text box & press the Search button to run the report. 

4.11. The screenshot below shows that due invoices display a negative amount in ‘Amount Outstanding’ – clicking the transaction number will let you view and download invoice copies. 

4.12. Zero amount outstanding means the invoice is paid.


[image: ]
4.13. If an invoice doesn’t show up at all, this means it has not yet been processed by Accounts Payable and is likely to be part of the Year-End accrual process.

4.14. Throughout the finance year, please remind Agresso requisitioners to be descriptive when entering purchase descriptions by including dates and product information using the first example below as good practice:

· Star Wars Development conference place for Hans Solo – Date: 14.01.2024 – Time: 9am to 5pm – Location: Excel, London - Fee: Early Bird Rate: £700 + vat - Booking Ref No. 12345.
· Star Wars Development conference place

QUESTION: When running an Agresso report e.g. outstanding PO’s which of the above PO descriptions helps identify if the related invoice payment is due/late with minimum effort?

	


4.15. AND IT’S OVER The Year-End deadlines have passed and you want to know what happened – wait until the start of September to check requested accruals for outstanding payments were posted by Finance successfully. 

4.16. Do this by re-running the General Ledger Transactions report - text of this nature will appear in Period 12 (202312) with positive number accruals appearing:

23/24 Accruals-CORE - Coaching by Darth Vader for XXX	               2,400.00
23/24 Accruals-Milk Supplies for the Star Wars Department	46.20
23/24 Accruals-Additional access control to rooms	              3,104.92


Then check Period 1 (202401) of the new financial year to confirm the reversals (negative numbers) have been recorded which will balance the budget when the invoice/other payments are paid:

REV 261279-23/24 Accruals-CORE - Coaching by Darth Vader	               -2,400.00
REV 261279-23/24 Accruals-Milk Supplies for the Star Wars Department	-46.20
REV 261279-23/24 Accruals-Additional access control	                            -3,104.92

4.17. You may wish to check that any manual accruals requested were posted using the above guidance and referring to your own manual accruals template, if submitted.

Activity: Run the General Ledger transactions report for your budget to cover Periods 202212 to 202301 to find out what happened last Year-End (July 2023). You may be surprised by the results & complexity of the data but this will prepare you for the process ahead.

4.18. For some budgets, there may be hundreds of monthly transactions making it time consuming to check outstanding invoices. An alternative is to request a ‘supplier statement’ from your suppliers to tell you what monies are currently owed.

4.19. If an accrual wasn’t posted as expected, you cannot ask for it to be backdated – when the books close they close & the published financial reports represent the final position for the University.

4.20. End of course activity: please consider & share any lessons learned or sticking points from last year so that we can collate this knowledge and learn from it.





END
1
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from: 


 


Phillipa Scott 


Head of Financial Accounting 


e-mail: p.l.scott@qmul.ac.uk 


Memorandum 
Queen Mary University of 
London 


to: Heads of Department and Institutes  


copies to:  Administrators 


Agresso Approvers and Requisitioners 


Finance Department 


 


date: 24 May 2024  


 


QMUL Financial Year End 2024 


Please find enclosed the key dates for year-end returns to the finance department.  The plan is 


similar to last year.  Financial Accounting relies on your help and cooperation to complete the 


process to the agreed timetable.   


A list of the closing dates for each stage of the process is attached at Appendix 1 


Detailed guidance on year-end procedures and forms required are available on the intranet: 


https://www.qmul.ac.uk/finance/intranet/sections/financial-accounting/year-end/ 


If you are taking leave during the year end period, then please ensure that all your financial year-


end tasks are delegated to someone else who will be able to complete them in your absence.  


If you have any concerns about any of the deadlines or require further guidance on procedures or 


have any other queries, please contact your Finance Partner as listed below or the finance staff 


listed in Appendix 2. 


Humanities and Social Sciences 
Hannah Drinkwater 


Joe Hanson-Quaye 


h.drinkwater@qmul.ac.uk 


j.hanson-quaye@qmul.ac.uk 


Science and Engineering 
Michael Tutt 


Anil Joshi 


m.tutt@qmul.ac.uk  


a.joshi@qmul.ac.uk 


School of Medicine and Dentistry 
Richard Stenning 


Zakiya Uddin 


r.stenning@qmul.ac.uk 


z.uddin@qmul.ac.uk 


Estates and Facilities Projects, ITS, 


PSEO, Finance, QMA, Strategic 


Investment 


Thomas Jenkinson t.jenkinson@qmul.ac.uk 



https://www.qmul.ac.uk/finance/intranet/sections/financial-accounting/year-end/
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Admissions, Student Experience, 


GLS, HR, Marketing & Comms, 


Development, HEIF 


Nanda Beeharry n.beeharry@qmul.ac.uk 


Access Agreement, Estates and 


Facilities, Planning, Principal’s Office, 


Health & Safety 


Michaela Mazareanu m.mazareanu@qmul.ac.uk  


JRMO, Research, University 


Research Institutes (DERI and 


PHURI) 


Hassam Mushtaq h.mushtaq@qmul.ac.uk  


 


The external auditors (BDO) will be on-site in September and will be carrying out their audit until 


November when the Council approves the Financial Statements.  The auditors may approach 


colleagues in other departments for information during the course of their audit and as ever we 


are grateful for your assistance with this. 


 


Many Thanks 


Phillipa Scott 


Head of Financial Accounting 
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SUMMARY OF KEY DATES: 


Mon 15 July -  All invoices from suppliers that have not been sent to Accounts 
Payable should be sent by 15 July at the latest and invoices received 
after that date should be sent on receipt. 


- All invoice requests should be received by Income and Credit Control 
that are to be processed by 31 July. 


- Paper expense claims for non-staff to be captured in 2023/24 to be 
received by Accounts Payable. 


- Review open Purchase Orders and request closure of any which are 
no longer valid. 


Fri 19 July - Staff expense claims for 2023/24 to be completed online. 


Wed 31 July - Last date for receipting goods received in the 2023/24 year on 
Agresso and clearing workflow tasks. 


- Stock takes to be completed. 


Thu 1 Aug - All internal recharge spreadsheets should be received by Financial 
Accounting.1 


- All completed stock sheets should be received by Financial 
Accounting. 1 


- Details of any outstanding legal claims should be received by 
Financial Accounting. 


Mon 5 Aug - Purchasing card statements available for action. 


Wed 7 Aug - Purchasing card accruals from departments to Accounts Payable 


Tue 6 Aug - All electronic accrued expenditure returns should be received by 
your Finance Partners. 1 


- Return of any accrued or prepaid (deferred) income should be 
received by your Finance Partners. 1 


Wed 7 Aug - All other journals and year-end adjustments should be received by 
your Finance Partners. 


Thu 8 Aug  - Value of ‘knock for knock’ arrangements and donations in kind over 
£25,000 to be sent to Finance Partners.1 


- Equipment disposal confirmations sent to Finance Partners.1 


Sep to Nov  - On site audit by external auditors 


 


 


1 All forms are on the website 



https://www.qmul.ac.uk/finance/intranet/sections/financial-accounting/year-end/
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CONTACTS FOR FURTHER INFORMATION: 


Accruals/prepayments and other 


accounting corrections: 


Finance Partners Refer to table on page 1 of 


Memo 


Income & Credit Control: Lisa Davis l.davis@qmul.ac.uk 


 Hardeep Gill h.k.gill@qmul.ac.uk 


Accounts Payable: Annie Lewis finance-ap-


manager@qmul.ac.uk 


Procurement: Bahar Shahin b.shahin@qmul.ac.uk 


 


Financial Accounting 


Internal Recharges: Comfort Harding c.a.harding@qmul.ac.uk 


Stock: Lourdes Jesuratnam l.jesuratnam@qmul.ac.uk  


Legal Claims: Phillipa Scott p.l.scott@qmul.ac.uk 


Asset disposals and donations 


in kind:  
Phillipa Scott p.l.scott@qmul.ac.uk 


 


Any other year-end queries: Comfort Harding c.a.harding@qmul.ac.uk 


 Caroline Allen c.allen@qmul.ac.uk 


 Phillipa Scott p.l.scott@qmul.ac.uk 
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QMUL’s financial year ends on 31st July. 


PURCHASE ORDERS 


For goods and services to be charged to this financial year, the Purchase Order has to be raised 


and the goods or services received and receipted onto Agresso by 5pm on Wednesday 31 July at 


the latest. At 5pm the ledgers will be closed for the financial year. 


Please ensure that sufficient time is given for any tendering procedures required by the 


financial regulations to be completed and the goods to be delivered and goods receipted 


on Agresso before the year end.  


Before Monday 15 July please review all existing open Purchase Orders and 


• Goods receipt where appropriate (see below).  This should be completed by 5pm 


Wednesday 31 July. 


• Identify any open Purchase Orders which are no longer valid and log a request with the IT 


help desk for these Purchase Orders to be closed.  This should be completed by 5pm 


Monday 15 July. 


GOODS RECEIPT 


If goods have been received or services have been delivered on or before 31 July, the costs 


must be recorded in the financial year 2023/24. 


Purchase orders for any goods received by Wednesday 31 July should be goods receipted by 


5pm on Wednesday 31 July. Goods received by 31 July will have to be accrued if the goods 


receipt cannot be processed in 2023/24 year for any reason (see accruals below). 


Finance will be sending out reminders to all requisitioners in July.  However, as a matter of good 


practice, departments should be goods receipting when goods and services are delivered rather 


than leaving until July. 


Note 1: If only part of a purchase order has been received by 31 July, then ONLY THAT PART 


should be goods receipted as at 31 July. 


Note 2: Do not goods receipt a purchase order before 1 August if the goods or services are not 


delivered by 31 July. 
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Note 3: Any goods or services delivered before 31 July, that, for whatever reason, have not been 


goods receipted by 5pm 31 July, should be goods receipted as soon as possible after 1 August 


and then manually accrued if over £2,500 (see accruals below). 


SUPPLIER INVOICES 


All suppliers are asked to send their invoices, credit notes and statements directly to Accounts 


Payable quoting a valid purchase order number.  Any invoices you are holding which have not 


been sent directly to Accounts Payable should be sent by 15 July at the latest and invoices 


received after that date should be sent on receipt. 


To minimise the invoice processing turnaround time and ensure that these invoices can be 


processed promptly and efficiently by the Accounts Payable team, please ensure that: 


• All invoices are correctly addressed to QMUL quoting the PO number. 


• Each approved Purchase Order has been raised on Agresso and sent to the supplier, so that 


the supplier can quote the PO number on their invoice. 


• Purchase Orders are 'goods receipted' promptly once you receive the goods or services.  


• All workflow items have been actioned. 


• If you receive any invoices which have not been sent directly to Accounts Payable, please 


forward to Accounts Payable at apinvoices@qmul.ac.uk as soon as possible. 


• Please remember to allocate a substitution if you will be out of office over this period so the 


approval process will not be delayed. 


ACCRUALS 


Goods and services in excess of £500, where a Purchase Order has been raised and the goods 


or services have been goods receipted on Agresso by Wednesday 31 July, will be automatically 


accrued.  The costs for these goods or services will be included in 2023/24.  (Please note that 


any purchase orders that are more than 12 months old will not be accrued automatically.  If you 


need any item older than 12 months to be accrued, then this should be added to the manual 


accrual return.) 


Goods or services received before 31 July that have not been goods receipted onto Agresso 


by 5pm on Monday 31 July should be manually accrued. In practice we only ask you to 


manually accrue items in excess of £2,500.  
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Please use your weekly open purchase order report to help determine costs which will need to be 


manually accrued. 


REMEMBER: Goods or services NOT actually received by 31 July should NOT be goods-


receipted before 1 August NOR should these items be manually accrued.  Where part of an 


order is received by 31 July then only that part should be goods receipted or accrued. 


Please return details of all accruals in excess of £2,500 to your Finance Partner using the 


accruals form (forms are on the year-end web page) together with appropriate documentation 


showing delivery on or before 31 July (e.g. delivery note or other supporting documentation).  


Email the accruals form to your Finance Partner together with PDFs of all supporting 


documentation by Tuesday 6 August.  If supporting documentation is not received the accrual will 


not be made. Please send in a nil return if appropriate so we can ensure completeness. 


PURCHASING CARDS 


The Purchasing Card statement for July will be available from 5 August. Please action this and 


any outstanding statements from previous months by 7 August. Further information will be 


available within the MS Team chat for Card holders. 


EXPENSES 


Staff expense claims should be submitted online by Friday 19 July so that they can be captured in 


the 2023/24 financial year. 


Please submit paper expense claims for non-staff to Accounts Payable by Monday 15 July. 


Reminder – Please ensure that all expenses are submitted, within 3 months of being incurred, 


with all supporting original documentation. 


  



http://qm-web.finance.qmul.ac.uk/sections/financial-accounting/year-end/
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SALES INVOICES (EXTERNAL) 


Please send to the Income & Credit Control team by Monday 15 July all invoice request forms for 


goods and services supplied to external organisations/individual customers prior to 31 July. This 


is to ensure that all income due is shown in the correct financial year.  


If income for 2023/24 has not been invoiced by 31 July or income needs to be deferred because 


you have invoiced in advance of supplying the goods or services, please send details on the 


accrued/prepaid income return, together with supporting documentation to your Finance Partner 


by Tuesday, 6 August. 


FEES OFFICE 


The opening hours for the Fees Office (located at Ground Floor Room 001 of the IQ East 


Building) are on Mondays to Fridays 9:00am to 4:45 pm.  If you need to deposit a cheque 


payment or make a card payment at the Fees Office, the last day of the financial year on which 


we will be open is Wednesday 31 July. 


INTERNAL RECHARGES 


All completed spreadsheets for internal recharges must be emailed (as usual) to Financial 


Accounting (finance-accounting@qmul.ac.uk) no later than Thursday 1 August. 


Those departments who process their own internal recharges must ensure they are entered onto 


Agresso by Thursday 1 August. 


OTHER YEAR END ADJUSTMENTS 


Any other journals or corrections required for the 2023/24 Accounting Year must be sent to your 


Finance Partners as early as possible, but no later than Wednesday 7 August. 


LEGAL CLAIMS 


Please notify Phillipa Scott by Thursday 1 August, if you are aware of any outstanding legal 


claims made against QMUL which are likely to have a financial implication.  Please include a 


summary of the nature of the claim and the likely financial impact, all information provided will be 


treated confidentially.  


If you require any further guidance on this, please contact Phillipa Scott on p.l.scott@qmul.ac.uk 


or via MS TEAMS.  
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EQUIPMENT DISPOSALS 


If you have sold, exchanged or scrapped any items of equipment during the year where the 


original cost exceeded £25,000, please advise Financial Accounting (finance-


accounting@qmul.ac.uk) by Thursday 8 August. 


A return for disposals/scrappage (including guidance)  is available on the year-end web page. 


DONATED GOODS & SERVICES 


If you have received any donated goods or services where the estimated value exceeds £25,000, 


please advise Financial Accounting (finance-accounting@qmul.ac.uk) by Thursday 8 August. 


A return for donations in kind (including guidance) can be found on the year-end web page. 


 “KNOCK FOR KNOCK” ARRANGEMENTS 


Please advise Financial Accounting (finance-accounting@qmul.ac.uk) by Thursday 8 August of 


the estimated value of any “knock for knock” arrangements with an estimated value exceeding 


£25,000.  Under accounting rules we must account for the value of any such arrangements.   


“Knock for knock” is a term which describes QMUL’s interdependent relationship with its 


associated NHS Trusts and other providers.  


For example:- As part of a particular arrangement, QMUL’s clinical academics might provide 


patient services to the NHS, and NHS clinicians might provide teaching to QMUL and neither 


party cross-charges but absorb the cost themselves, the assumption being that the net effect is 


neutral and that both the QMUL and NHS receive the same level of reciprocal service. 


You should estimate the value of the services we provide, and the value of the services provided 


to us.   If either of these estimates exceeds £25,000 you should include these on the return.  A 


note of the estimation method should be included. 


Any reasonable method of estimation can be used. As with ‘Donations in Kind’, a form is available 


on the year-end web page. 


It is important for QMUL to capture these donations in kind and ‘knock for knock’ agreements 


as this information forms part of QMUL’s input to the annual Higher Education - Business and 


Community Interaction survey (HE-BCI) which examines the exchange of knowledge between UK 


universities and the wider world, which results in significant economic and societal benefit. 
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STOCK 


QMUL is required to show the value of stock as at 31 July, if the value of stock for use within 


your department, or that held to be used by other departments, is greater than £20,000. If this is 


the case, please complete a physical stock count at the year-end. We would not expect many 


departments to hold consumable stocks over this amount. 


Where you hold stock, but it is valued at less than £20,000 and no physical stock count is to take 


place, please notify of the approximate value of stock held. 


The departments most likely to require a stock count are as follows: 


•  Genome Centre 


•  Barts Cancer Institute 


•  Chemistry 


•  Estates and Facilities 


•  Engineering and Materials Sciences 


Please do not count obsolete stock or items where there has been no movement in the past 


twelve months, as these items no longer have a value for the purposes of recording our assets in 


the published year-end report. Equipment stored for use by departments should not be included 


in the stock-take. Where these items are included in reports from your stock management system 


they should be highlighted, so that they may be excluded from the stock valuation. 


Forms should be returned to Lourdes Jesuratnam in Financial Accounting, 


l.jesuratnam@qmul.ac.uk .  


Blank stock-take sheets can be found on the year-end web page 


During stocktaking, please observe the procedures outlined below: 


1. Stocks should be valued at cost. Any obsolete or damaged stock should be excluded, see 


point 4 below. 


2. The stock count should be carried out in a manner that will enable the Auditors to easily 


verify its accuracy. 


3. Care should be taken over the movement of items during stock taking to avoid double 


counting. 


4. All obsolete or damaged stock should be excluded from the count but should be notified to 


Finance as explained in point 9 below. 



mailto:l.jesuratnam@qmul.ac.uk
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5. Care should be taken to exclude items which do not belong to QMUL. 


6. Stock sheets should be serially numbered, completed in ink, and each sheet initialled by 


the person completing the work. 


7. Where items are stored in bulk, an estimate of the quantity and value of the stock is 


acceptable. The method used for inspecting these items and estimating their value may 


be subject to scrutiny by the auditors.  The procedures should therefore be clearly 


documented. 


8. After the initial count managers should arrange for a random sample of items to be re-


counted to verify the accuracy of the stock take. If the sample indicates that the initial 


count was inaccurate, a further stock take should be undertaken. 


9. The results of the physical stock take should be compared with the department’s 


computerised or manual records. Any discrepancy should be explained, and the reasons 


recorded before the department’s records are amended. Financial Accounting must be 


notified of all losses of stock. 


10. Completed stock sheets should be returned to Lourdes Jesuratnam, by Thursday 1 


August. 


11. Evidence of a physical stock check should be retained by the department. 


Stock checks should be witnessed or carried out by members of staff who do not have day to day 


responsibility for the issuing/receiving of stock. 


Finance staff may not attend all stock-takes, but can you please notify Lourdes Jesuratnam, as 


soon as possible of the date and time on which you plan to carry out your stock count. 


The Internal Auditors may also monitor departmental practices and stock taking procedures. 
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manual-expenditure-accrual-return-23-24.xlsx
Accrual Form

								EXPENDITURE - MANUAL ACCRUALS LISTING FOR THE YEAR ENDING 31ST JULY 2024

				Department / Institute 				Student Experience						Prepared by		…………………………..

				Date of Completion				…………………………..						Authorised by		…………………………..

																(Budget Holder)

		If you have any questions please contact your relevant Finance Manager/ Finance Partner

		Document reference		Account number		Budget Code		Amount		Brief description (to be shown on the College Finance System)		Order Number		Supplier's Name		Order Date		Date goods / services received

		1		3800		FIN1000B		2,510.00		Office furniture/equipment from Niceday rcd 31st July 2024		100395		Niceday		01/07/2024		31/07/2024		EXAMPLE ONLY



		For Finance Department use:









		Checked by						Date				Reference No		TN 				TN



		Approved  by						Date
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