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INTRODUCTION
You have secured funding from the Community Development and Health Network (CDHN) through it’s Building the Community – Pharmacy Partnership (BCPP) initiative, now what do you do?  
The aim of these guidelines is to support BCPP Project partners in developing good practice in relation to accounting procedures and to develop reporting skills in relation to the monitoring and evaluation of the Project.  CDHN recognise the need for support and for training to assist project partners in delivering on the aims and objectives of the Project.    These guidelines will help you report back to CDHN simply and effectively.  Additional support materials and templates are available for different elements of the Project and these will be distributed to you as they are needed.  All of these materials are available from CDHN also check our web-site.  This information will help you and CDHN evidence how these community-pharmacy partnerships are working locally to address health needs. 
Your Progress Report informs this process, and is made every four months for Level 2 Projects and on a six monthly basis for Level 3 Projects, Level  1 Projects are given a date for making their Progress report available.
Participants will be supported throughout the life of the Project by the Community Development and Health Network staff, that is, the BCPP Programme Manager, Evaluation Officer, Financial Monitoring Officer, Information Officer and the Administration Officer.  
All Projects will be visited by a staff member and these guidelines will be discussed with you.   Any queries you have will be addressed at this time.  Staff will also be available to meet and offer support and advice at other times as required. 

COMMUNICATION
Central to the initiative is the development of effective communication.  CDHN will communicate with all participants using a variety of methods of communication e.g. by e-mail, using the telephone and by visits to Projects.
The Steering Group recognise Projects involve people and circumstances can change, so it is essential for partners to keep in regular contact with CDHN staff.  If partners are experiencing difficulties or have identified an unexpected outcome or barrier in the progress of their Project then the sooner they speak to support staff, the sooner the situation can be addressed.  

Communication is also an important tool of partnership working and should be encouraged at all times between partners in your Project.  The lead partner will take overall responsibility for the Project but may nominate another person to take responsibility for the financial elements of the budget.  There should be constant communication between partners to ensure each is aware of the current financial situation and of the state of play of the Project generally.  In this way issues in relation to category spend and progress can be discussed and communicated to CDHN and arrangements can be made to ensure the Project keeps on target.  It is the intention of CDHN to encourage communication and peer support between initiatives and we will furnish partners with a list of funded projects via the web-site and would encourage communication and contact between initiatives:- (www.cdhn.org/bcpp)
TIME FRAMES
Time is a very important factor in the funding process.  Agreed budgets and timescales are set at the beginning of these initiatives.  CDHN will have an overall Budget with which it must comply to meet the requirements that the Health and Social Care Board (HSCB) has laid down for the distribution of this funding.  This in turn must be compliant with end of year accounts and Audit requirements. The way you report on the use of your funding has a direct effect on CDHN’s ability to deliver its own objectives and outcomes so we are inextricably linked in this regard!    We must make Financial and Progress Returns to the HSCB periodically and need your information to inform this process.  

	1 Four-monthly Progress & Financial Reports for Level 2 Projects are due with CDHN two weeks after the period ends. (to include invoices, cheque numbers and bank statements)

2 It will be clearly indicated to Level 1 and Level 3 Projects when their Progress report is due for return to CDHN.



MONITORING AND EVALUATION
The Community Development and Health Network require partners to undertake certain essential reporting during the life of the Project.  These are:

· Four-monthly Progress Reports
Progress will be monitored against agreed aims and objectives, projected action plan, agreed conditions and predicted outcomes (refer to your application form and your letter of offer).  This is crucial if we are to confirm the benefits of this method of working.  
Please note: CDHN has developed a new Evaluation Toolkit for projects.  This Toolkit will help you document participants and project partners’ experience, who has taken part, what activity has taken place, what changes have taken place and the role of each of the project partners.  CDHN will then collect this information from all projects and collate this onto a centralised system. 

A requirement of receiving funding from the Building the Community – Pharmacy Partnership is compliance with the reporting mechanisms to CDHN who in turn are reporting back to the HSCB as set down in their guidelines to us.  We require a Report every four months (Level 2 projects), this means simply that you let us know how much you have spent and what was achieved during this period.  If no activity has taken place a signed nil return must be received to maintain our records along with reasons for no activity and a plan for activity in the four months to come.  There is a definable link between financial spend and work carried out, one evidences the other.

Again remember to return your 4 monthly Progress Report to CDHN two weeks after the period ends, at the very latest. This date will be clearly identified to you.
PROGRESS AND EVALUATION REPORTING
The Progress report will also allow both you and CDHN to determine how the Project is moving forward, what is working well, what is not working well, what needs to be changed and how you can ensure the Project’s aims and objectives are achieved.  It should make you consider how things are going and help you reflect on progress.
STRUCTURE OF PROGRESS & MONITORING REPORT
You will be provided with a 4 monthly template Progress Report to complete.  The Evaluation Toolkit will show you how to do the Monitoring and Evaluation aspect of the BCPP Project.   A Report specific to your projects will be forwarded to you.  Here is an outline of the Progress Report:
	Progress Reporting
1. provide detail on:

· the number of participants and number of groups involved

· number of sessions and events delivered and who delivered them

· the numbers referred into, onto other services/support mechanisms and offered 1-1 support

· any other training that took place

2. allows you to sum up and reflect on:

· Your Project Aims / Objectives (detailed in your contract)
· How you feel the project has progressed

· What activities are planned for the next four months? (Give dates and topics planned)
· The most positive aspects of your Project activity to date
· If the project is on target and why 

· Problems or issues experienced  to date or anticipated


After we have processed your Report a new one will be sent to you by e-mail and also a hard copy by post.  It is essential that you use this form returned to you by CDHN as some costs may have been disallowed within the previous period and the version you receive could differ from the one you sent to us.
For CDHN and the Building the Community – Pharmacy Partnership Steering Group, the Progress Report helps us to determine progress as well as highlighting difficulties that may be occurring in order to address and rectify these.
Please remember, BCPP staff members are available for help and support and will clarify any queries you might have.  In addition CDHN will provide training on Evaluation. 
FINANCIAL REPORTING IN THE FOUR MONTH PROGRESS REPORT
Accountability is usually understood to mean being accountable for monies received.  This means, an organisation is able to account for, or demonstrate how it has managed all the monies it has received.  Transparency is usually understood to mean being able to clearly show how and why monies have moved through the organisation’s systems.  This is particularly important where public monies managed by statutory bodies are concerned.
CDHN MUST demonstrate accountability and transparency and take due care to ensure all organisations receiving funding through BCPP Grants Programme use responsible accounting practice and are informed from the outset on what is acceptable practice and what is not.
A brief summary of the process on receipt of the grant follows:

	CONSIDER - HAVE YOU?
1. Set up a specific bank account for the grant or determine and utilise an a/c for BCPP for which you will be able to furnish all relevant bank statements
2. Look (with your partner) at the agreed budget and breakdown to confirm agreement with the Steering Group’s modifications (if any) to your budget and to confirm new details (See Annex 2 - Letter of Offer)
3. If the money is paid in a number of tranches, eg (This will happen for awards in excess of £5000) spend and activity should be planned to avoid stress on the budget and to ensure cash flow is adequate for the purpose
4. Invoices should be detailed in relation to the activity taking place and the hourly rate must never exceed the maximum specified
5. Ensure you keep a record of all spend and remain within the budget breakdown (no cash transactions allowed.  All payments by cheque – minimum of two signatories on cheque book)
6. Fill in the Itemised Expenditure Sheet Page 21 as you spend and keep the cheque stubs filled in.  All cheques must be crossed account payee and have two signatories.  If a signatory is to receive a payment he/she must not sign a cheque written to themselves.
7. Transfer the information on the Itemised Expenditure Sheet to the Income and Expenditure Report page 20  to ensure it is allocated out of the correct element of the budget  Total both pages to ensure they tally.
8. If you have a problem speak to the BCPP Programme Manager and support staff who will help

9. Ensure payments issued are cleared through bank account and please ensure that you record any internal payments

10. Complete Four Monthly Finance Report (See sample on pages 19 - 22)



	Before making any payments by cheque, make sure you have received invoices which MUST contain the following information

(The following page 12 provides an example of what information 

the invoices you receive must contain)



1 whom the money was paid to:

The details of whom the money will be paid to must be on the invoice (See sample invoice page 12 No 1) along with certain other essential information.  To be acceptable an Invoice must contain:

a. The name, address and telephone number of the person claiming the payment.(See sample invoice page 12 No 1)
b. An invoice number, to avoid replicate payment for the same type of service or commodity at the same cost.  (See sample invoice page 12 No 2)
c. Name and contact details of the person who is being billed (See sample invoice page 12 No 3)
d. The date of issue of the invoice. (See sample invoice page 12 No 10)

e. The date of service provided and a detailed description of the service or goods received. (See sample invoice page 12 No 4)
f. The cost of these goods or services. (See sample invoice page 12 No 5)
g. The total amount owed.  (See sample invoice page 12 No 6)

h. For CDHN, please handwrite ‘paid’ on the invoice, the ‘date paid’ and the ‘cheque number’ (See sample invoice page 12 Nos 7, 8 & 9) this is the means by which we verify the payment through your bank account.

i. If you are making a payment internally to your own Organisation this must be detailed as other payments on the Itemised Expenditure List and must have a detailed invoice on your Organisation headed paper – just leave the cheque number blank.
Example of an invoice

When YOU RECEIVE an invoice please ensure all this information is on it.
	Serious Training Development Organisation
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NO 1
From:

Serious Training Development Organisation

Cornmarket

Newry

BT34 6UP

Phone (028 3026 4565)  Fax (028 3026 4625)

                                                        NO 3    
To

Campbell’s Chemist

19 Main Street                          
                                

NEWRY

BT34 5UP 

Tel No: 028302  63936
	 INVOICE

                 NO 2                                   

                                                           Invoice 020
                                                       Date: 06 Jan 2011
No 10        
                                                                For:
                                                  Training supplied


	DESCRIPTION
	HOURS
	RATE
	AMOUNT

	Provided Group work skills Training and facilitation skills – 2hours on 3rd and 27th March 2011

 No 4

	4 hours


	£25.00

No 5
	£100.00

No 6


	
	TOTAL
	£100.00

	
	
	


	Make all cheques payable to ‘ S.T.D.’
Total due in 15 days
	Paid                                    No 7                                                                                                                                               26/05/11                             No 8                                                                            Chq no: 00001                            No 9


2 why the money was paid:

The purpose for the payment will be indicated on the invoice (see sample invoice page 12 No 4).  We would advise all payments are agreed by all the partners and there should always be two signatories on the cheque book.  In order to cover for the possibility of making a payment to a signatory, there should be at least three nominated signatories to avoid a signatory signing a payment to them-selves.
	Every Invoice must be detailed in regard to the service provided including dates of events and giving a breakdown of hourly rates.  In the case of invoices such as hospitality the cost per head should be detailed. 


It should be evident which budget line the Payment is to be taken from eg staffing, administration etc…  It is essential to keep a record of the amount paid out of each line of the budget to ensure compliance with the letter of offer and contract signed on acceptance of the funding.  The Itemised Expenditure Sheet, page 21, will help you keep a record of this.  NB CDHN cannot pay for alcohol under any circumstances.
3 how much was paid; (strictly no cash transactions)
The amount paid will be present on the invoice, (see sample invoice page 12 Nos 5,6 & 7) since this amount must match with the amount drawn by cheque from the bank account and listed on the bank statement please ensure any discount is recorded and the amounts tally.  We can however accept that a  proportion of an invoice may be allocated to your BCPP Project and split it as required.  Never pay by cash or write a cheque to cash or petty cash as cash transactions cannot be verified.   Bills such as telephone or stationery can be difficult to verify.   CDHN are happy to accept a percentage of a submitted bill as long as the percentage is a realistic one and within the budget (ie falls under the concept of the reasonable man)
4 the date on which it was paid;

The date on which the invoice was paid should be hand written on each invoice along with the cheque number, this means that it is possible to trace each payment. (See sample invoice page 12 No 9).  This date will be further evidenced on the cheque stub which will verify the amount and the date of payment. 
It is good practice to photocopy the cheque and keep a copy for your records.  In addition it is good practice to pay accounts promptly so that payments will not be overlooked, this means that you will be aware of the amount remaining in any given budget line and can target spend accordingly or communicate with the BCPP Programme Manager if necessary.   Please ensure payments are made within the relevant reporting period.
Again remember payment is linked to Project activity and must be evident in your four monthly report to us.  A good guide is to consider the level of Pharmacy involvement and use this as a guide for your supporting costs i.e. low level of Pharmacy involvement means low level of supporting costs.  
5 the account from which it was paid

There should be a specific account to run the grant from as this greatly simplifies the process.   CDHN are only interested in Bank Statements that refer directly to payments made from the grant in question to confirm amounts tally.  All of the records held at CDHN are in a lockable filing cabinet to which only BCPP staff has access.  In addition to expenditure we must verify lodgement of the grant when it is received so your first Progress Report must have the bank statement which verifies this lodgement.
6 the budget line under which it was paid 
The agreed budget, set out under headings will be posted out to all participants with the letter of offer.  These categories have been agreed by the Steering Group and must be adhered to at all times.

Always keep a copy of the Four Monthly Financial Return you make to CDHN for your records, bearing in mind that some costs may have been disallowed and your starting reference will always be the report e-mailed to you or the hard copy for the next period returned with the current report.  If you need copies of anything you have previously returned to CDHN you need only ask.

Completing a Finance Report

The Four Monthly Report is the basis upon which information is fed back to the RHSCB, the funders.  Before submitting this report, make sure you have filled in the form with all your contact details, have completed the checklist and have signed the completed report.  This contains a number of pages of information, including the following:
· The INCOME AND EXPENDITURE REPORT (See sample Page 20) - This Income and Expenditure Report will be exclusive to your Project and will be prepared according to the agreed expenditure verified by the Steering Group at the time when your application is approved. This report contains information to detail project spend by budget category.  This information is backed up by information provided on the Itemised Expenditure Sheet.
· ITEMISED EXPENDITURE SHEET – (See sample Page 21) This sheet is used to record every transaction as it occurs in the four month period and allows you to categorise from which element of the budget it should be allocated (see ‘Ref No’ column). CDHN has allocated a reference number to each of the expenditure headings to help you allocate expenditure to the appropriate category as it occurs.  For example, all spend incurred under Hospitality should have reference number 9 in the reference number column.  All number 9’s should be totalled and the amount transferred to the hospitality section in the Income and Expenditure Report. 
At the end of the four month period you will transfer all of this information onto the Income and Expenditure Report section of the Four Monthly Report.  All of the invoices relating to each category eg Staffing (Ref No 1) should be clipped together and the total cost incurred entered against the expenditure heading to which it refers.

Please return the invoices in cheque order as this will speed up the process for checking the Report.  The total of Column B on the Income and Expenditure Report will always equal the total expenditure on the Itemised Expenditure Sheet.

CLAIMS SUMMARY SHEET - Fill in the claims summary sheet according to the details specific to your Project.  This allows you to detail the amount of the total grant, the amount you have received so far and expenditure to date (when appropriate), expenditure in the four month period that has just ended, your total expenditure and the amount left to spend.  It is essential that you total all columns as you are signing the document at this specified amount of spend.  This information again informs us when a second payment needs to be made.
Please note -  the headings under which funding is allocated are pre-set by the Steering Group and if it is prudent to make changes permission must be sought from the Programme Manager before any spend can be incurred that has not been previously agreed.  There have been circumstances where spend has been incurred by a Project without permission and this spend has subsequently been disallowed.  In order to avoid this you must ensure that you adhere strictly to the budget as laid down by the Steering Group and contained within your letter of offer.
The report must have attached:

· copies of invoices for all expenditure incurred
· Bank Statements relating to the period (CDHN should have in sequence all statements from lodgement of the Grant to full expenditure where there is a specific account)

The Bank Statement, Income and Expenditure sheet and receipts etc must all tally and relate to the project costs breakdown ie categories.  
Never delay returning your Financial Report because of outstanding information on the Bank Statement, we will verify cheques outstanding as they are processed and into the next reporting period.
When you make a return to CDHN we will confirm the amounts remaining in each budget line, taking into account spend incurred and a new amount remaining will be highlighted.  
	REMEMBER ACTIVITY RELATES TO SPEND!




We have put together an example of what a Financial Return should look like.  Every Project will be different and yours will vary from our example, but it should act as a guide for you.    
If the above points are considered at the very start and you know what the requirements of the Project are then completing a financial return can be relatively simple and not time consuming at all!
	TYPE
	Monitoring Report – level 2 & 3 projects

	PROJECT NAME
	Ballyerne Community Association

	Lead Organisation
	Ballyerne CA

	Lead Contact
	Mary Tyler Moore

	PROJECT REF
	321


Monitoring Report
For the period 1st April to 31st July 2013
This progress report should be completed by the Lead Partner for the project. The report has four sections, all of which must be completed:
· Part 1 – Income and Expenditure Report

· Part 2 – Monitoring Information 

· Part 3 – Participant Referrals and Support
· Part 4 -  Progress Update
The One-to-One Support Summaries should be completed by ALL the project partners and collated by the Lead Partner, for use in Part 2 of this report.
Contact Details
	PARTNER ORGANISATION
	Bobby Browne Pharmacies Ltd

	CONTACT NAME
	Jayne Smyth


Completion Checklist
	
	Tick

	Income and expenditure account complete and signed
	

	Copy of invoices/receipts/cheques
	

	Bank statement enclosed
	

	Monitoring information completed
	

	Progress report completed
	


Income and Expenditure Report 

	
	
	A
	B
	C
	D
	E

	** Ref No
	Expenditure Heading
	Previous
Spend
	Spend this four months
	Total spend to date

(A+B)
	Amount awarded
	Total Balance

(D-C)

	1pharm
	Staffing:     Pharmacy
	0.00
	720.00
	720.00
	2340
	1620.00

	1com
	 Community
	0.00
	150.00
	150.00
	400.00
	250.00

	1other
	                  Other
	0.00
	
	
	
	

	2
	Administration
	0.00
	200.00
	200.00
	600.00
	400.00

	3
	Printing/stationery/photocopying
	0.00
	250.00
	250.00
	510.00
	260.00

	4
	Travel and subsistence i.e. childcare (community participants only)


	0.00
	350.00
	350.00
	1040.00
	690.00

	5
	Accommodation
	0.00
	180.00
	180.00
	520.00
	340.00

	6
	Telephone
	0.00
	30.00
	30.00
	100.00
	70.00

	7
	Postage
	0.00
	30.00
	30.00
	88.00
	58.00

	8
	Training
	0.00
	120.00
	120.00
	240.00
	120.00

	9
	Hospitality
	0.00
	80.00
	80.00
	280.00
	200.00

	10
	Monitoring & Evaluation 
	0.00
	150.00
	150.00
	600.00
	450.00

	11
	Other:
	0.00
	
	
	0.00
	0.00

	12
	Other:
	0.00
	
	
	0.00
	0.00

	13
	Other:
	0.00
	
	
	0.00
	0.00

	
	Total costs
	
	2260.00
	2260.00
	£6,718.00
	£4458.00


* The total of column B equals the total expenditure on the Itemised Expenditure Sheet 

Itemised Expenditure Sheet for recording spend over the past four months
	Cheque No 
	Date
	Payee
	Amount (£)
	**Ref No

(1, 2, etc)

	00111
	03/06/13
	Ballyerne Community Ass
	200.00
	2

	00111
	03/06/13
	Ballyerne Community Ass
	30.00
	7

	00111
	03/06/13
	Ballyerne Community Ass
	30.00
	6

	00111
	03/06/13
	Ballyerne Community Ass
	150.00
	10

	00112
	03/06/13
	City Sleeker Coach
	350.00
	4

	00113
	03/07/13
	Ballyerne Community Ass 
	150.00
	1 Com

	00114
	04/07/13
	Enrich Mental Health Forum
	120.00
	8

	00115
	04/07/13
	Bobby Browne
	720.00
	1 Pharm

	00119
	14/07/13
	Ballyerne Council Offices
	180.00
	5

	00120
	14/07/13
	The Coffee Dock
	40.00
	9

	00123
	04/08/13
	Design World In.
	250.00
	3

	00124
	04/08/13
	The Coffee Dock
	40.00
	9

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	TOTAL:
Equals the total at Column B on the Income and Expenditure Report
	£2,260.00
	

	** Ref No taken from Income & Expenditure Report e.g. 1 – staffing, 2 - administration etc 


Claims summary sheet
-------------------------------------------------------------------------------------------------------

Total Grant Awarded


£6,618.00
-------------------------------------------------------------------------------------------------------

Grant received to date:


£3309.00

Total prior expenditure:


£0.00
(total costs of Column A)

Expenditure this quarter: 


£2260.00
(total costs of Column B)



Total expenditure to date:
(total costs in Column C)


£2,260.00
-------------------------------------------------------------------------------------------------------

Balance in hand:



£1049.00
PLEASE NOTE: 

The Monitoring Report will be included with your Financial Report and both should be completed together and sent to CDHN  
DO NOT SEPARATE OUT THE FINANCIAL REPORT 
FROM THE MONITORING REPORT
I confirm that the above is a true record of the income and expenditure for the project and that the expenditure has been properly incurred in respect of the project as described in the letter of offer issued by the Community Development and Health Network.  No other claim has been or will be made in respect of the above expenditure from any other Body or individual.  No other funds have been or will be received in respect of the above expenditure from any other Body or individual.  No expenditure included in this claim has been included in any previous claim.

I confirm the progress report is a true record of how the project has progressed in this quarter.

Name:

_________________Mary Tyler Moore_________
Signed:  
________________ Mary Tyler Moore_____________     _

Position: 
________Community Co - Ordinator_
Date: 



12th August 2011



            
	For CDHN use

Approved by Project Assessment Officer

Name:

Date:

Comment:
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