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Oldham Community Accountancy Service
Accounts Preparation & Independent Examination Checklist
	
	Tick if records are applicable.

	Prime Records for all Organisations:
	

	· Cash Book
	

	· Petty Cash Book
	

	· Bank Statements (covering the financial year and all bank statements after the year end to date)
	

	· Cheque Books
	

	· Paying In Books
	

	· Petty Cash Vouchers
	

	· Bank Reconciliation at the year end date
	

	· Nominal Ledger Printout – i.e. details all income and expenses by category (only applicable for organisations using a computer based accounts package)
	

	
	

	For Grant Income:
	

	· Copies of Grant Agreements and Applications
	

	· Copies of Award Letters
	

	· Remittance Advices (i.e. the paperwork sent to you with the money)
	

	· Copies of correspondence regarding agreements for spending the grants
	

	· Copies of financial monitoring forms sent to funders
	

	
	

	For Income from the Sale of Goods & Services
	

	· Sales Day Book and Ledger
	

	· Invoices
	

	· Lists of fees owed to you (Debtors)
	

	· Copy of contracts
	

	· Remittance Advices 
	

	
	

	For expenditure:
	

	· Purchase Day Book and Ledger
	

	· Purchase Invoices
	

	· Supplier Statements
	

	· Lists of all invoices not paid at year end (creditors)
	

	· Details of any donations made
	

	
	

	For groups producing accruals accounts we also need sales and purchase invoices processed after the year end
	

	For Organisation with investments:
	

	· Independent valuation statements for unquoted investments at year end date
	

	· Details and certificates for all income from the investments in the year
	

	· Details or any purchases or sales of investments in the year
	

	
	

	For VAT registered organisations, copies of all VAT returns and workings are required.
	

	
	

	For organisations who are employers
	

	· Wage records – computer printouts or P11 forms (not required for OCAS payroll clients)
	

	· Yellow Sheet and Book for paying the Inland Revenue
	

	· Copies of the year end form P35
	

	· Details of starts/leavers/changes in salary
	

	
	

	Other information:
	

	· List of current Trustees/Members
	

	· Minutes of Trustee Meetings
	

	· Copy of the Constitution
	

	· Draft Trustees Annual Report
	

	· Copy of lease/loan agreements
	

	· Corporation Tax Returns
	

	· Details of any assets bought or sold during the year
	

	· Copies of insurance certificates and policy details
	

	
	

	For users of Computers
	

	For users of Quickbooks, Quicken, Sage Instant Accounts and SAGE Line 50 we can accept a backup of your data rather than having to print off hard copies. Please remember if your data is password protected we will need to know the password to be able to access the date.
	

	If you have used Excel to maintain you accounting records we can also accept copies of all your spreadsheets. 
	



For more help and information on preparing for your year end





Please contact Oldham Community Accountancy Service


Tel: 0161 652 2344; E-mail � HYPERLINK "mailto:jane@ocas.org.uk" ��enquiries@ocas.org.uk� 


Website: www.ocas.org.uk











