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	CM5 - Competition Manager Year End Report Instructions to the Auditor




ECOTEC must receive the CM5 – Competition Manager Year End Report by 31st July 2010.  
You are required to send in a signed hard copy and an electronic version by the 31st July 2010. We can only accept a hard signed copy as the final version. 
NB Please ensure that the completed and signed Auditors Proforma Report is attached to the CM5. The CM5 will not be accepted unless the completed Auditors Proforma is returned with the CM5.
If you have any queries regarding the eligibility of the expenditure or the completion of the form please contact the ECOTEC helpline on 0845 2500 753 or ssp@ecotec.com.

Please note: under section one on the CM5, partnerships are required to record as “Total Annual Income” all the payments received from AEA and any under spend from their previous three year funding period, if applicable. You are required to audit at a minimum the CM Grant Spend as reported on the form and costs listed against the headings 2a through to 4 on page 2 and the breakdown of these costs on page 3. You are also required to confirm the programme income (box 1a to 1c). 
Please read / check the following documents:

· ‘Instructions for the Completion of the CM5 – Competition Manager Year End Report’ document.

· ‘Audit Procedure for Host Organisation’ document. 
We note that this is deemed to be a “Reasonable Assurance” assignment under the ICAEW Technical Release AAF01/10 “Framework Document for Accountants’ Reports on Grant Claims”.  It is recognised that the independent auditor in such assignments determines the exact scope, nature and extent of the procedures to support their opinion on the CM5 Competition Managers Year End Report. However, the expected minimum procedures (on a sample basis) to be carried out in the audit process include:
· Ensure the CM5 – Competition Manager Year End Report is for the correct grant recipient and funding period.  The partnership award letter should confirm this information.

· Ensure the amounts add up correctly
· Trace entries on the CM 5 – Competition Manager Year End Report ( CM Grant Spend column and CM Grant Income received) back to a complete transaction listing

· Vouch transactions back to source documentation – such as payroll data, timesheets, purchase invoices, expense claims, allocation of administration costs

· Ensure that transactions are in accordance with the listing “Eligible Programme Costs” This should be made available to you.  Copies are available from ssp@ecotec.com.
The proforma audit report format must be attached to the signed CM5 – Competition Manager Year End Report before submission.

The 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)

Please note the financial review should take no more than 1 – 2 days.  Confirmation is required to show that host organisations are utilising the award funding correctly. Once you have completed the checks and are satisfied with the CM5, you are asked to complete the Auditors Proforma on your organisation’s headed paper, update all the sections which are in bold and Italics and then sign and date. Please note we will be unable to accept the CM5 for processing unless this proforma has been attached. 
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