
Appendix 2
WHOLE OF GOVERNMENT ACCOUNTS 2008-09 

FORMS  

This Appendix contains all the forms which bodies are required to complete to comply with the requirements that are set out in the WGA guidance for 2008-09.  The Appendix identifies the deadline for the return of the completed forms, who is responsible for completing them, where they should be sent and reference to the appropriate section in the DCM.


	No
	Form
	Completed by
	Deadline 
	Notes
	Reference 

	CG 01
	Agreement of Balances
	Departmental contacts / Consolidation Managers
	5 June 09
	Forms are available as an Excel workbook. They have been designed to facilitate the agreement process and to provide evidence that balances and transaction streams have been agreed. Completed forms should be kept by bodies as part of their working papers.

The agreement process should start as soon as possible to allow for completion by 5 June 2009   
	Section 4, paragraph 27

	CG 02
	Notification of the Completion of the Agreement Process
	Consolidation Managers of all designated bodies that are not minor bodies 
	12 June 09

(stand alone departments, pension schemes & NDPBs)

19 June 09 

(sub-consolidating departments)


	NDPBs should send completed forms to their sponsoring departments. All other bodies (including sub-consolidating departments) should send completed forms to the Treasury’s WGA Consolidation Manager
	Section 4, paragraph 6

	CG 03
	Confirmation of Minor Body Status
	Consolidation Officers of minor bodies
	24 July 09
	Completed forms should be sent to the Treasury’s WGA Consolidation Manager and copied to the Sponsoring department’s Consolidation Manager
	Section 1, paragraph 11

	CG 04

(Part 1)
	Management Review Checklist

(for all bodies submitting data and sub-consolidating departments submitting departmental data)
	Consolidation Officer
	31 July 09
	The form is initially completed by the Consolidation Manager and signed off by the Consolidation Officer. The auditors will look to the completed checklist as evidence that the WGA submission has been reviewed by management. The management review checklist should be completed and signed off by the Consolidation Officer prior to submission of the WGA data to the auditor. 

Stand alone bodies should send a copy of the completed form (Part 1) to the Treasury’s WGA Consolidation Manager. Sub-consolidating departments should send Part 1 which applies to the departmental WGA submission to the Treasury’s WGA Consolidation Manager. 
	Section 3

	CG 04

(Part 2)
	Management Review Checklist

(for all sub-consolidating departments completing the departmental group sub-consolidation)
	Consolidation Officer
	11 September 09
	The form is initially completed by the Consolidation Manager and signed off by the Consolidation Officer. The auditors will look to the completed checklist as evidence that the WGA sub-consolidation has been reviewed by management. The management review checklist should be completed and signed off by the Consolidation Officer prior to submission of the sub-consolidated data to the auditor. Manager. Sub-consolidating departments should send Part 1 which applies to the departmental WGA submission to the Treasury’s WGA Consolidation Manager.
	Section 3

	CG 05
	Confirmation of Audit Completion
	Consolidation Manager
	28 August 09 

All bodies: stand alone bodies and departments, NDPBs, and sub-consolidating departments for their departmental submission
2 October 2009

sub-consolidating departments for the sub-consolidation

	NDPBs should submit the form to their sponsoring departments to notify them that the audit has been completed. They should send the automated NC-Pack journals which contain all the amendments agreed with the auditors. 

Stand alone bodies and departments, sub-consolidating departments and funds should submit the completed form together with details of any unprocessed agreed adjustments to the Treasury WGA team. The amendments should ideally be generated by the automated NC-Pack journals.

Sub-consolidating departments should complete a form when the audit of the sub-consolidation has been completed. Please note that sub-consolidating departments should have two audits. The first will cover the departmental data only. The second audit should cover the sub-consolidation process.
	Section 3



Form CG 01

AGREEMENT OF BALANCES FORMS

An Excel workbook is provided to facilitate the agreement process. The Excel workbook is available as a separate document: 

“Appendix 2 - Agreement of Balances Form: CG 01” 

Form CG 02 

Notification of the Completion of the Agreement Process

Please:

· complete the information asked for which is shown in the square brackets 

· * delete items in italics if they do not apply to you 

· ** delete the second bullet point if you are not completing the return for a subconsolidating department

Agreement of 2009 balances and 2008/09 transaction streams

[ Name ] has been appointed {*Principal} Consolidation Officer for [ name of body ] by HM Treasury.  The responsibilities of a {*Principal} Consolidation Officer are set out in the Consolidation Officer Memorandum, copies of which are available from the Treasury.

On behalf of the {Principal*} Consolidation Officer I certify that:

· I have agreed all balances at 31 March 2009 and transaction streams in the year ending 31 March 2009 with other central government designated bodies (and the funds administered by them) that exceeded £5,000,000 on a gross basis except for taxation balances with HM Revenues and Customs, and there are no significant differences greater than £200,000 between amounts recorded in the books of the          [ name of body ] {*and the funds it administers} and those of the confirming bodies and funds;

· ** [All bodies within the departmental consolidation group {*and the funds administered by the group} have agreed their 2008-09 transaction streams and balances at 31 March 2009 in accordance with guidance provided by the Treasury].

Signed

[ Name ]

Consolidation Manager

[ Title of post ]

[ Date ]

Subconsolidating departments, stand alone departments and pension schemes should return this form to:

Whole of Government Account Team

GEAR / PSG

Room 1W2

HM Treasury

1 Horse Guards Road

London, SW1A 2HQ or  wga.team@hm-treasury.x.gsi.gov.uk. 

NDPBs should return this form to their sponsoring department.


Form CG 03 

Confirmation of Minor Body Status

Name of body: ……………………………………………………....







I confirm that the details contained in the table below were extracted from the 2008-09 statutory accounts:

	Item
	£’000

	Gross annual expenditure for the year 2008-09
	

	Net book value of fixed assets as at 31/3/2009
	

	Net assets as at 31/3/2009
	


I hereby certify that the above body meets the criteria for being treated as a minor body during 2008-09.

Signed: ……………………………………………
Date:  ………………………………………………
Name of consolidation officer:  …………………………………………………..
This form should be sent by 24 July 2009 to:

Whole of Government Account Team

GEAR / PSG

Room 1W2

HM Treasury

1 Horse Guards Road

London, SW1A 2HQ 

The form should also be copied to the consolidation manager in your sponsoring department (the sub-consolidating department).



FORM CG 04
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Management Review Checklist for central government departments, NDPBs and managed funds 

Entity: ___________________________________________

The Management Review Checklist is intended to provide assurance to the HMT WGA Consolidation Team that central government departments, NDPBs and managed funds have proper procedures in place for providing WGA data that is in line with their accounts and that the quality of the data is of the standard required for a true and fair audit opinion. 

Guidance for completion:

Part 1 of the checklist should be used by central government departments (including sub-consolidating departments in respect of the departmental submission), NDPBs, pension schemes and managed funds to inform and record the management processes of preparation, review and validation of WGA submissions. 

Consolidation Managers should initial and date each item on a hard copy of Part 1 of the checklist once content that the item has been addressed. The Consolidation Officer should initial and date this checklist once his/ her review has been completed – this should be done before the data is submitted to either sponsoring departments or the HM Treasury WGA team for upload into COINS, or if the body has access to COINS after the data has been loaded into COINS. The checklist must be completed before the start of the audit since it will be part of the audit evidence that the auditors will wish to see.

[image: image2.wmf] 


Stand alone departments, sub-consolidating departments, pension funds and managed funds should send a copy of the completed Part I of the checklist to the HM Treasury WGA team and one to their auditor whilst the original should be retained on the audit file. NDPBs do not need to send a copy of the completed checklist to the HM Treasury WGA team but they should send a copy to their sponsoring department at the same time as they submit their consolidation packs. A copy of the completed checklist (Part I) should also be sent to the auditors.

The Consolidation Managers and Principal Consolidation Officers of sub-consolidating departments should complete Part 2 of the checklist, which covers the sub-consolidation process. Completed hard copies of part 2 of the checklist should be sent to the HM Treasury WGA team and to the departments’ audit teams.
Evidence of these processes having been undertaken should be maintained so that there is a clear management trail. Auditors will expect to see this on commencement of their audit. This file should include the completed Excel Consolidation Pack, COINS reports etc referred to below, as well as documentation of the validation and review process. If bodies are notified by their auditors that their WGA submission will not be audited the management review checklist should still be completed and a copy provided to sponsoring departments in the case of NDPBs and funds, and to the HMT WGA team in the case of stand alone bodies.

Bodies should check they have read all extant guidance and that they meet all relevant requirements.

30 April 2009

Part 1 – All departments, NDPB, pension schemes and managed funds

	
	Completed (Initials of CM and date)
	Management file reference

and comments

	1.1.  The NC-Pack has been completed and a copy of the balance sheet which has been signed by the Consolidation Manager is attached to the checklist to confirm that the data in the NC-Pack is the data being submitted for upload into COINS
	
	

	1.2. The entity’s chart of account codes have been correctly mapped to the most appropriate Standard Chart of Account codes (SCOA) if the trial balance approach to populating the NC-Pack was chosen. The mappings are consistent with the mappings in 2007-08.
	
	

	1.3. Opening balances are consistent with the closing balances submitted in the previous year. Adjustments are recorded correctly on the NC-Pack proforma worksheets and explanations have been recorded and are available for review.
	
	

	1.4. The totals in the Income and Expenditure Account, Balance Sheet and notes agree with or are reconciled to the equivalent totals in the pulished accounts. 

Note that you do not need to wait until the statutory accounts have been audited and published before you complete this check. The figures can be checked to pre-audit (draft) statutory accounts if the accounts have not yet been audited / published..
	
	

	1.5. Individual components of the General Fund in the “Reserves” worksheet of the NC-Pack agree or reconcile to the equivalent components in the published accounts.
	
	

	1.6. Failed Accounting Tests (“Accounting Tests Details” worksheet) and anomalies (“CPID Errors” worksheet) have been satisfactorily explained or corrections have been made. 
	
	

	1.7. Requested Miscellaneous or Supplementary Information has been provided.
	
	

	1.8. Intra-group transaction streams and balances are correctly recorded with the appropriate CPID codes. Completeness and accuracy of the data is supported by appropriate analysis.
	
	

	1.9. “CPID report” has been reviewed and there are no errors.


	
	

	1.10. Intra-group balances recorded in the CPID analysis are reconciled with the intra-group disclosures made in the statutory accounts in respect of debtors and creditors. 
	
	

	1.11. Grant in Aid from sponsoring department is recorded as financing as required by the FReM. Where grant in aid has been accrued for the “Accrued GIA” worksheet of the NC-Pack has been completed. Government grant reserves balances and income released from government grant reserves have been correctly identified in the NC-Pack.  
	
	

	1.12. Sponsor departments grants to NDPBs have been recorded with the correct CPID of the NDPB. 
	
	

	1.13. All transaction streams and balances with values greater than £5 million that were agreed have been correctly recorded with the CPID attached in the NC-Pack. Agreement forms are held on file. Details have been provided to the HM Treasury WGA team if differences over £200,000 were not resolved or the counterparty was unable to provide details of balances or transaction streams.
	
	

	1.14. Any investments in government securities have been coded to NLF888 (National Loans Fund).
	
	

	1.15. Employers’ pension contributions payable to the public sector pension schemes have been coded to the CPID code of the relevant scheme(s) (e.g. PCS901 for the Principal Civil Service Pension Scheme).
	
	

	1.16. Other taxation and social security debtors and creditors have been coded to CPID IRT813 (HM Revenue and Customs taxes and duties). (This does not apply to returns by HM Revenue and Customs taxes and duties themselves.)
	
	

	1.17. CPID information is entered with the correct signage. E.g. expenses as positive; income as negative, assets as positive; liabilities as negative (see test 1.6 above).
	
	

	1.18. The total of the amounts allocated to counter-parties, for any particular account code, is not greater than the amount recorded for that account. Valid reasons why the amount allocated to counter-parties is greater than the resource account balance have been recorded and are available for rreview.
	
	

	1.19. Certain SCOAs are used for intra-group transactions. For example, the grants to local authorities SCOA is used just for recording grants paid to local authorities. In such instances the expectation is that a significant proportion of the transaction streams will be allocated to CPID codes. Residual balances that have not been allocated to a CPID should be reviewed and explanations provided.
	
	

	1.20. Where income includes contributions from the Lottery distribution funds the balances / transaction streams have been recorded as set out in the “Section 7 – Treatment of Lottery Grant Income”. Details have been submitted to the sponsoring department to enable them to make the necessary adjustment in COINS.
	
	

	1.21. The “Resource Account and Counterparty Upload files have been generated prior to handing over the NC-Pack to the auditor and to the sponsor department.

When the Upload files are generated it locks the NC-Pack and the only way that amendments can be made is by submitting a journal. The NC-Pack has a facility for the automatic generation of a resource account audit journal and a CPID audit journal.
	
	

	1.22. All amendments identified, after the NC-Pack was handed over to both the auditor and the sponsor department, have been made on the proforma worksheets and details provided in the peach coloured cells. The amendments have been agreed with the auditor and the Resource Account Audit Journal and the CPID Audit Journal have been generated and presented to the auditor. 

See the NC-Pack guidance for details of how the journals are generated.
	
	


Stand alone departments, pension schemes, and managed funds should send copies of the completed Part 1 of this checklist to the HM Treasury WGA team and to their auditor. NDPBs should send a copy of the completed Part 1 to their sponsoring department and to their auditor.

Sub-consolidating departments should send the completed Part 1 of the checklist to the HM Treasury WGA team and to their auditor at the same time as they submit their completed NC-Pack for audit.

I have reviewed Part 1 of the above checklist and I am satisfied that it has been properly completed and that there is appropriate evidence of the checks undertaken.

Consolidation Officer Signature:____________________________________

Department / NDPB: ____________________________________________

Date:  ________________________________________________________

Part 2 – Sub-consolidating departments 

	
	Completed (Initials of CM and date)
	Management  file reference

and comments

	2.1. Confirm that data NC-Packs have been received for all bodies within the sub-consolidation group and that the data has been “submitted”. Bodies that are classified as minor bodies are not expected to provide data for WGA purposes.
	
	

	2.2. Confirm that all journals received from bodies within the sub-consolidation group have been “submitted”.
	
	

	2.3. Each body being sub-consolidated has completed and signed off Part 1 of this checklist and any issues highlighted have been resolved.
	
	

	2.4.  Data held in COINS for bodies sponsored by the sub-consolidating department agrees with the data in their audited consolidation packs. 

The “Notification of Audit Completion” forms received from sponsored bodies, including signed hard copies of the balance sheet will enable this check to be completed and will form part of the evidence that auditors may wish to see.
	
	

	2.5. Using the “Match” report available for the subconsolidation, subconsolidators should review “Mismatches” on intragroup transactions and balances, and ensure that no transactions remain on the “Eliminator Analysis – Matches” report with a code of ‘MOxxxx’,  ‘NOxxxx’, or UAxxxx (Match out of tolerance, No Match out of tolerance, or Unmatched) at the end of the subconsolidation process.
	
	


	
	Completed (Initials of CM and date)
	Management  file reference

and comments

	2.6. Using the “Eliminations Statistics Report”, the subconsolidating department should review the value of items in suspense (the automatic postings of mismatches within the tolerance level set by the subconsolidator). If there is a high value in suspense, then the tolerance may need to be revisited and mismatches investigated further.

Please note that the maximum tolerance level must not exceed £5m and should ideally be set at £1m. Tolerance levels may need to be reduced if the check shows that the suspense account balances are materially high for the group or local circumstances would require the setting of a lower tolerance level. 
	
	

	2.7. The sub-consolidating department should review the NC-Pack “Accounting tests details” and the “Anomalies on the CPID errors” worksheets for NDPBs to ensure that the reasons given are valid.
	
	

	2.8. Where the income recorded by NDPBs includes contributions from the Lottery distribution funds, details of the balances / transaction streams have been provided as set out in “Section 7 – Treatment of Lottery Grant Income” the necessary adjustment made by the sub-consolidating department in COINS.
	
	

	2.9. Where NDPBs have accrued for grant in aid, reversing journals based on the data provided by NDPBs in their NC-Pack have been posted by the sub-consolidating department in COINS.


	
	

	2.10. All subconsolidating department journals posted as a result of the subconsolidation process have been reviewed, and a clear trail should be maintained on file for each of these. Authorisation and input processes should be controlled in the same way as non-CGA journals.
	
	

	2.11. All relevant miscellaneous and additional information requirements have been met.


	
	

	2.12. A complete management review file has been prepared and is available for audit. The file should include the completed management review checklist; the notification of completion of audit forms with hard copies of the signed balance sheets and I&E accounts which were completed by sponsored bodies; COINS Consolidation Pack report, copies of journals, COINS CPID report and matches report for the group. 
	
	


Sub-consolidating departments should send the completed Part 2 of this checklist to the HM Treasury WGA team and to the auditors when submitting the sub-consolidated account. 

I have reviewed Part II of the above checklist and am satisfied that it has been properly completed and that there is appropriate evidence of the checks undertaken

Consolidation Officer Signature:____________________________________

Department / NDPB: ____________________________________________

Date: _________________________________________________________


Form CG 05 

Notification of Audit Completion

The audit of the             [name of body]          WGA submission was completed on __ / __ / 2009.

*
There are no material audit adjustments arising from the audit. 

*
Details of agreed audit adjustments are attached. These adjustments *have not been processed  / have been processed and no further action is required

* 
please delete as appropriate
Signed

[ Name ]

Consolidation Manager

[ Title of post ]

[ Date ]

Subconsolidating departments, stand alone departments and pension schemes should return this form to:

Whole of Government Account Team

GEAR / PSG

Room 1W2

HM Treasury

1 Horse Guards Road

London, SW1A 2HQ or  wga.team@hm-treasury.x.gsi.gov.uk. 

NDPBs should return this form to their sponsoring department.
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