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	CM5 - Competition Manager Year End Report Audit Procedure for the Host Organisation




For each year of your award, funding will be paid to you based on the Grant Award agreed from your application or updated award letter.  

While the award is based on a formula funding calculation, the grant may be used by the host organisation flexibly under the programme’s Eligible Programme Costs list, however the minimum levels of provision for the roles as detailed in your application must be adhered to.

At the end of each audit period (April to March) you will need to account to ECOTEC for the award that your host organisation has received during this period by completing a CM5 – Competition Manager Year End Report which shows your actual expenditure.  (Additional copies of these forms are available from ECOTEC).  
You will have three months from the end of each project year to provide this audited information.  The ‘Instructions for the Completion of the CM5 – Competition Manager Year End Report should aid you in this process.  If you are unsure if any of your expenditure is eligible, please contact ECOTEC before completing and submitting your CM5 for audit.
Once you have completed the CM5 – Competition Manager Year End Report, a qualified Auditor must audit and sign the CM5 Auditors Proforma. This must be attached to the CM5 for submission to ECOTEC.
Definition of an Auditor

An auditor must be either a member of a body that belongs to the Consultative Committee of Accountancy Bodies (CCAB).  These are:

· Institute of Chartered Accountants for England & Wales (ICAEW)

· Institute of Chartered Accountants for Scotland (ICAS)

· Institute of Chartered Accountants in Ireland (ICAI)

· Chartered Institute of Management Accountants (CIMA)

· Association of Chartered Certified Accountants (ACCA)

· Chartered Institute of Public Finance & Accountancy (CIPFA)

Or

· Head of Internal Audit (HIA) of a Local Authority (LA) or Local Education Authority (LEA)

Important:  your auditor should take no more than two days to complete the audit (assuming you have provided all of the appropriate documentation to the auditor).  It is in your own interests to ensure that the auditor charges a reasonable fee and confirms dates to carry out the audit.  Please contact ECOTEC immediately if you are experiencing any difficulties.  

ECOTEC must receive the completed signed form, and Auditors Proforma, no later than the 31st July 2010.  The form must have the appropriate signatures from your Host Organisation, Senior Competition Manager for the region and your Auditor.  It will not be accepted if the relevant people do not sign it.  

It is the responsibility of the host organisation to ensure the original completed signed CM5 – Competition Manager Year End Report and Auditors Proforma have been received by ECOTEC before the 31st July deadline.  Do not assume that your auditor has sent it on your behalf.

The CM5 – Competition Manager Year End Report is for you to account for your eligible costs expenditure only. It is your CM Grant spend which is being audited. No ineligible costs will be approved and any staffing costs or purchases made after the 1 April 2010 will also not be accepted.  

Your completed CM5 – Competition Manager Year End Report must be received by the 31st July 2010.

Please return this form to ECOTEC at the following address:

PESSYP Assurance Team– Competition Manager

School Sport Partnership Programme

ECOTEC

1st Floor 
1-3 Dufferin Street

London

EC1Y 8NA

If you wish to discuss any aspect of the audit process, please contact the SSP Helpline 0845 2500 753 or ssp@ecotec.com 
	PLEASE NOTE:

	The Audit Pack contains:

· CM5 – Competition Manager Year End Report 2009/10
· CM5 Auditors Proforma

· Audit Procedure for the Host Organisation

· Instructions for the Completion of CM5 – Competition Manager Year End Report

· Instructions to the Auditor

· Eligible Programme Costs List

Extra copies of the Audit forms are available from the SSP Helpline.  Email:  ssp@ecotec.com
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