GUIDELINES TO COMPLETION OF THE 
STATEMENT OF RECEIPTS AND PAYMENTS 
General 

1. The format of the Statement of Receipts and Payments has been designed to facilitate automated processing.  We ask that you assist in this process by ensuring that:

a) All entries are rounded to the nearest Euro,
b) No new headings are inserted on the form,
c) No amendments are made to any existing heading.
2. All the Board of Management’s bank accounts are entitled to charity status and as a result are exempt from DIRT.  Other bank accounts held in association with the school, but not under the direct control of the Board of Management e.g. Parents Association bank accounts, accounts held by teachers for various purposes etc., cannot be declared as being accounts of the charity under the school charity reference number.  Advice on this matter can be obtained from the Finance Secretariat, Archbishop’s House. 
3. All State grants from the Department of Education & Skills may be used only for the purpose for which they are provided.

Scope

1. The scope of the return includes all bank accounts, deposit accounts and loan accounts of the school’s Board of Management. 

2. Accounts not under the control of the Board of Management, e.g. the account of The Parents Association should not be included in this return.   

Summary of School Receipts and Payments (Page 2)

1. The balances of all current and deposit accounts (including accounts through which grants for specific purposes are processed) should be totalled and the total opening balances should be entered on Excel line 5 and 6 and the total closing balances should be entered on Excel line 16 and 17. An analysis of the closing balances should be provided in the schedule on the bottom of page 2. 

2. Any assistance provided by the parish towards the relief of debt in the school should be shown as a loan from the parish.

3. Any money receivable from or owing to another school’s Board of Management in respect of shared services or any loans provided to or from another school’s Board of Management should be shown on Excel line 8 (opening balance) and on Excel line 18 (closing balance).

4. The balances detailed on Schedule 2 (page 4) should be included on Excel line 10 (opening balance) and on Excel line 21 (closing balance); see below for further guidance in this regard.

Receipts for General Purposes (Schedule 1)
This schedule is intended to detail all the income received by the school’s Board of Management which is available to meet the general running costs of the school.  The following are the State grants that may be included in this schedule:

1. Capitation: This grant is paid in two instalments (December and June) at the prevailing rate per pupil in respect of the pupil numbers on roll on the preceding 30 September.

2. Other General Grants: This relates to the total sum received for all other grants.

3. Deficit Funding: This is a relief grant provided by the DES from time to time to schools who are in debt. Only schools whose accounts have been submitted to Archbishop’s House by 2 December 2011 will be considered for this grant. 

Grants for Specific Purposes (Schedule 2) (page 4) 

This schedule is a debtor/creditor type listing and the opening/closing balances are not opening and closing bank balances. In some circumstances these may be the same amounts as the balance on particular bank accounts but this is not a prerequisite. Having regard to the fact that all State grants may only be used for the purpose for which they are provided, the purpose of this schedule is to track the expenditure of grants for specific purposes and show how much remains available for expenditure in each of these grants.  The transposition of the opening and closing balances onto page 2 (Summary of School Receipts & Payments) offsets the amount of funding or under funding included in the school bank accounts thus showing the true balance available for the general running costs of the school. 

As this is a debtors/creditors listing the total receipts and total payments on this schedule should NOT be included in the totals of any other schedule or in the Summary on page 2; it should be noted that Local Fundraising should be accounted for in full on Schedule 1 (page 3) and the amount allocated to specific funds should be deducted from that total as provided for on the form. The opening and closing balances shown on this schedule should be entered in the appropriate positions as indicated in the Summary on page 2.  If these guidelines are strictly adhered to, and providing the underlying figures are balanced, the Summary on page 2 will balance.

In relation to most of the grants received, the opening or closing ‘Unexpended Grants’ should be self evident in the books of the school.  Where grants are being provided to the school on a continuing basis, i.e. the Caretakers/Secretaries grant, the cut-off date up to which the last grant received applies should be established.  If this cut-off date is before the year-end the amount of the ‘grants receivable’ at year-end should be estimated.  The amount of unsupported payments made should then be calculated by adding payments and opening outstanding grants and deducting grant receipts and opening unexpended grants.  The lesser of the ‘unsupported payments’ or the ‘grants receivable’ should be entered as Closing Balance – Outstanding Grants.  If, conversely, the cut-off date is after year-end the amount of the grant expendable in the following year (Unexpended Grant) should be calculated. 
It should be noted that a school should NOT supplement the amount of any grant received for specific purposes from funds received from the Department of Education and Skills for any other purpose.  If a school wishes to supplement a grant for specific purposes to enable greater expenditure, then that may only be done from local fundraising received in the year being reported on. 

Grants receivable by schools which should be accounted for on this schedule are as follows:

1. Ancillary Services Grant/Caretakers/Secretaries: The Ancillary Services Grant is based on a calculation per pupil.  Under this heading please account for the grants received under the 1978/79 schemes or under the current Ancillary Services Grant. These grants may only be used to cover the salary costs (Gross pay and employers PRSI) of a caretaker or secretary or of both.  If the school does not employ a caretaker or secretary it may be used to pay the costs incurred in having contract services provided.  It may NOT be used for the provision of services not normally the function of a caretaker or secretary nor can it be used for the purchase of equipment or materials to be used by a caretaker or secretary.  If a school expends more than the amount receivable for the year on the combination of the gross salary and employers PRSI then the additional amount may only be taken from local fund-raising received in the current year.
2. DEIS SSP Grant: This grant is additional non-pay/capitation funding that issues to all DEIS schools based on the schools’ level of disadvantage. 
3. Home School Community Liaison Grant: The home school community liaison grant should be accounted for here.  
4. School Books Grant: Funding for books has been incorporated into capitation payments from January 2011.
5. Standardised Testing Grant: Calculated on a payment per pupil.
6. ICT Technology Grant: ICT Grant paid in November 2009 through NCTE: base grant of €1700 plus €34.59 per capita (based on enrolment figure on 30 September, 2008).

7. Early Start Grant: Full Unit and Half Unit Grant for parental involvement and for material/ equipment and the Early Start Capitation Grant.
8. Supervision Grant: This is a grant to cover 1 to 3 teacher schools and also schools where teachers opted out of supervision and someone else performs the duties. Sums are granted depending on the number of teachers and whether teachers undertake duties.

9. Support Teachers Grant: Each school selected for inclusion in the support teacher scheme qualifies for an annual grant.  

10. Capital Grants

PBU Minor Capital Works Grant: This grant must be spent on the physical infrastructure of the school or on items of furniture and equipment for educational use.  Works covered include:

· Improvements to school buildings and grounds (within the vested school area),
· Improvements or replacement of mechanical and electrical services,
· The purchase of standard furniture and physical education equipment,
· The purchase of floor coverings and window blinds.
This grant, the receipt and spending of which should be recorded in Schedule 2, may not be used for items of a non-capital nature.   Items such as repairs, painting and decorating should continue to be funded from the school receipts for General Purposes.

PBU Building Grants - Grants towards the cost of erecting, furnishing and extending schools should normally be processed through the trustees/Parish books. However, if processed through the school books, they should be shown in the Grants for Specific Purposes (Schedule 2).  The local contribution should be accounted for as Local Fundraising. 

Summer Works Scheme – An initiative for capital grants for small-scale improvement works.  This replaces all existing small-scale building project schemes with the exception of the PBU Minor Capital Works scheme. 

11. School Meals
Day-to-Day Operational Payments (Schedule 3) (Page 5) 

This schedule should detail all payments made in relation to the general running costs of the school.   

Payments made in relation to initiatives specifically funded by the Department of Education & Skills or by any other body should NOT be included in this scheme but should be accounted for in Schedule 2 (page 4).
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