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	Instructions for the Completion of the CM5 Year End Report 2009/2010


Page 1:  
Host Organisation Details

Geographic Area (e.g. Berkshire): Enter the name of your county / geographic area as stated on your award letter.

Full Name of Host Organisation: Enter the full name of your organisation.

Contact Name at Host Organisation: Enter the name of the contact who takes responsibility for the Competition Manager award funding.

Full Postal Address for Host Organisation:  Enter the full address and postcode of the host organisation.

Tel No for Contact: Enter the telephone number for the above named person.

Email Address for Contact:  Enter the email address for the above named person.

Name of Senior Competition Manager:  Enter the name of the Senior Competition Manager in your region.

Annual Period Reporting: We have entered the dates of the audit period you are submitting: 1st April 2009 – 31 March 2010.  
Date Report to be Submitted by: This date is the 31st July 2010.  This is three months after a complete financial year of your award funding, as detailed in your award letter. 

Please send a signed hard copy of the CM5 with the completed Auditors Proforma attached. Please also send an electronic email version of the CM5 to ssp@ecotec.com, entitled your CM region e.g. Berkshire CM.
Please make sure you keep a copy of the final submitted signed off CM5 form for your records.

You will notice some minor changes to the CM5. These have been introduced to simplify and help you complete the form. The main changes are summarised below: 
1) The CM5 form is now in excel. There are four tabs for your completion which reflect the old four page `word format' CM5. Totals will automatically be calculated. 
2) As in previous years, we need you to record total `actual eligible programme costs'. To make this easier for you, we have separated out the costs for you into CM grant expenditure and other funding / income expenditure.  On page 2 and page 3 new columns have been added entitled `CM grant spend’ and ‘additional funding / income spend’.  We are interested in knowing now much it is really costing you to run and administer the deliverables associated with this grant. 

3) On pages 2 and 3, column entitled `CM Grant Spend' please record how you have spent the CM Grant only – taking into consideration the eligible costs and maximum spend limits as detailed in the Eligible Costs List. 

4) On pages 2 and 3, column entitled ‘additional funding / income spend’ please record any additional expenditure funded through sources other than the CM grant, taking into consideration the eligible costs as detailed in the Eligible Costs List.
5) On page 2 you only need to complete the boxes shaded in yellow.  All other data will either be carried forward from the totals on page 3 (i.e. 2a (ii) and 2 b (ii) or will be automatically calculated.

Page 2:    Financial Information - Breakdown of Annual Income & Expenditure
Please note you only need to complete the boxes highlighted in YELLOW on this page.
Programme Income:

1a) Grant award from AEA for April 2009 to March 20010:  This is the total value of the payment(s) made to your organisation from AEA.  Your award is based upon a formula funded grant as detailed in your application document.  

While the award is based on a formula funding calculation, the grant may be used by the partnership flexibly under the programme’s Eligible Programme Costs list; however the minimum levels of provision as detailed in your application must be adhered to.
1b) Competition Manager Award Funding left from Previous Three Year Period (if applicable):  This is the total value of any underspend from your Competition Manager award funding that you have received from AEA.  AEA or ECOTEC have already been in contact with those that had funding remaining from this period and the underspend amount agreed should be included here.

1c) Total Annual Income for 2009/10:  This is 1a + 1b. The total will be automatically calculated for you.
Programme Expenditure:

2a)       Senior Competition Manager (SCM):

2a (i) Staff Costs (including on costs): Enter the actual staff costs and on costs for the SCM. 

In the column entitled `CM Grant Spend' enter the actual amount of CM Grant you have spent against this cost heading. 

In the column entitled ‘additional funding / income spend’ enter the actual amount of spend not funded through the CM grant that you have spent against this cost heading.

2a (ii) Other eligible costs: Please complete the breakdown of other eligible costs for the SCM in 2a (ii) on page 3 `Breakdown of Costs'. The total of these costs will then be automatically transferred to 2a (ii) on page 2. If you are unsure if an item is eligible, please contact ECOTEC before you complete your CM5 ready for audit.
2b) 
Competition Manager(s) (CM):  

2b (i) Staff Costs (including on costs): Enter the actual staff costs and on costs for the Competition Manager(s). 

In the column entitled `CM Grant Spend' enter the actual amount of CM Grant you have spent against this cost heading. 

In the column entitled ‘additional funding / income spend’ enter the actual amount of spend not funded through the CM grant that you have spent against this cost heading.

2b (ii) Other eligible costs: Please complete the breakdown of other eligible costs for the CM(s) in 2b (ii) on page 3` breakdown of costs'. The total of these costs will then be automatically transferred to 2b (ii) on page 2. If you are unsure if an item is eligible, please contact ECOTEC before you complete your CM5 ready for audit.

Please note that the capped expenditure limits apply across the whole of the Competition Manager programme, not per SCM and CM. 

2c) Total Programme Costs:  This is the total of 2a and 2b. This will be automatically calculated for you.
All of the above must be actual and eligible invoiced costs that can be traced through your finance system. 
3) Outstanding Invoices for Audit Period:  Please complete the breakdown of outstanding invoices in 3 on page 3 ‘breakdown of costs’.  The total of these costs will then be automatically transferred to 3 on page 2. If you are unsure if an item is eligible, please contact ECOTEC before you complete your CM5 ready for audit.

4) Total Annual Costs:  This has been automatically calculated for you by adding together the Total Programme Costs (2c) and Outstanding Invoices (3).

5)  Please show the total amount that you have spent on ineligible costs for this programme during the reporting period.  This is for information only, but gives DCSF, YST and ECOTEC an indication of the amount of money you are spending on other costs to help run this programme. This does not need to be audited.
6) Please confirm the number of Competition Manager posts in your region, excluding the Senior Competition Manager.


Reconciliation:

These figures will all be automatically completed for you.

A. Total Annual Income for Audit Period:  This amount has automatically been transferred from 1c above. 
B. Total Programme Costs for Audit Period:  This amount has automatically been transferred from 2c above.

C. Outstanding Invoices – for April 2009 to March 2010:  This amount has been automatically transferred from 3 above.
D. Overall Balance of grant remaining for year:  This has automatically been calculated for you. The total should be A-B-C=D. Please check that you are happy with the calculation.
Page 3: 
Breakdown of Costs from page 2:
2a (ii) Please list “other eligible costs” for SCM:  Enter a breakdown of the other eligible costs for the SCM.  
Enter the item/activity under Title.  If you have other eligible costs not listed, then add in other items as necessary in the line entitled ‘add in other’ and subsequent empty lines.
If the item has been fully funded through the CM grant you should enter the total cost in the ‘CM grant spend’ column. If, however,  the item has been fully or partly funded through additional funding / income you have secured then you should enter the relevant costs under the ‘additional funding spend’ column. All items must be on the ‘Eligible Programme Costs’ list. 
The total will be automatically calculated for you.   
For example:
	TITLE 
	CM Grant Spend £
	Additional funding Spend £
	Total spend £

	Administration / financial support (max £2.5k)
	2,500
	1,500
	4,000

	Travel
	8,000
	
	8,000



 If any of the expenditure recorded here appears to be excessive or does not provide enough information, ECOTEC will contact you for further clarification.  If necessary, please provide additional pages of further breakdowns.  Funding will not be released

until ECOTEC is satisfied with the expenditure.

2b (ii) Please list “other eligible costs” for CM(s):  Enter a breakdown of the other eligible costs for the CM(s).  
Enter the item/activity under Title. If you have other eligible costs not listed, then add in other items as necessary in the line entitled ‘add in other’ and subsequent empty lines.

If the item has been fully funded through the CM grant you should enter the total cost in the ‘CM grant spend’ column. If, however,  the item has been fully or partly funded through additional funding / income you have secured then you should enter the relevant costs under the ‘additional funding spend’ column, as described above. All items must be on the ‘Eligible Programme Costs’ list.
The total will be automatically calculated for you.   
If any of the expenditure recorded here appears to be excessive or does not provide enough information, ECOTEC will contact you for further clarification.  If necessary, please provide additional pages of further breakdowns.  Funding will not be released until ECOTEC is satisfied with the expenditure.

3) Please list the breakdown of your Outstanding Invoices for April 2009 to March 2010:  
Enter the item/activity under Title. 
Enter the total amount of your outstanding invoices for the current audit period.  These are items and time, i.e. late invoices for time used but not yet claimed by the SCM and CM (s) & Admin Personnel and items covered by the eligible costs list that have been purchased but you have not yet been invoiced for.  Any staffing costs or purchases made after the 1st April 2010 will not be accepted.  

If the item has been fully funded through the CM grant you should enter the total cost in the ‘CM grant spend’ column. If, however,  the item has been fully or partly funded through additional funding / income you have secured then you should enter the relevant costs under the ‘additional funding spend’ column, as described above. All items must be on the ‘Eligible Programme Costs’ list.
The total will be automatically calculated for you.   
If any of the expenditure recorded here appears to be excessive or does not provide enough information, ECOTEC will contact you for further clarification.  If necessary, please provide additional pages of further breakdowns.  Funding will not be released until ECOTEC is satisfied with the expenditure.  Any staffing costs or purchases made after the 1st April 2010 will not be accepted.
Page 4:
Declaration:

This must be signed by the following post holders to ensure that your CM5 is approved by ECOTEC.

Head Teacher or Authorised Host Officer:  This can be either the Head Teacher of the host organisation or (preferably) the Bursar / Business Manager.  

Senior Competition Manager:  This must be signed by the Senior Competition Manager in your region.

Auditor’s Approval:  We are asking the auditor to complete the `Auditor Proforma’  provided in this pack. The auditor must complete this proforma on their headed paper and sign and date the completed document. Any late audits or audits not signed by an Auditor (see approved list) will be referred to DCSF.

The Auditors Proforma must be attached to the submitted CM5 form. Any forms submitted without this Proforma will not be accepted and will be returned to you. 
The completed hard copy signed form must be received by ECOTEC no later than the 31st July 2010. The form must also have the appropriate signatures from your Host Organisation, SCM and Auditor.  It will not be accepted if the relevant people do not sign it. We also ask if you can please send us an electronic copy of the signed audit form to ssp@ecotec.com.
It is the responsibility of the host organisation to ensure the completed original signed CM5 – Competition Manager Year End Report has been received by ECOTEC before the 31st July 2010 deadline.  Do not assume that your auditor has sent it on your behalf.

Please return this form to ECOTEC at the following address:

ECOTEC

PESSYP Assurance Department – Competition Manager

1st Floor, 1-3 Dufferin Street 
London, EC1Y 8NA
The electronic version should be emailed to ssp@ecotec.com.







Total made up of £8,000 of CM Grant spend only





Total made up of £2,500 of CM grant and £1,500 of additional funding.
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