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Section 6 – Finance

Activity 1 -
Talisman Rent Accounting - Weekly Reporting Sheet

Purpose

To record new arrivals, departures, room changes, changes to personal contribution and the receipt numbers issued.  To allow for correct personal contributions and housing benefit to be charged to each resident by the Talisman Rent Accounting System. 

Process

1. 
On Sunday evening the Talisman Weekly Reporting Sheet must be completed by the Support Worker and issued along with the  Talisman Daily Cash sheets, to the Project Manager.  A Nil sheet is still required.


Arrivals

2.
If a new resident is arriving in on the Monday (day after the Sunday), their details must be recorded on the Talisman Weekly Reporting Sheet under section 1 Arrivals due on Monday, this requires the name, room number and date of arrival.  Do not advise of new arrivals other than the Sunday before they move in on the Monday or the week after as this causes problems on the Talisman rent accounting system.

Departures 

3.
If a resident is departing from the project on the that Day (Sunday) or has departed during this reporting period, their details must be recorded on the Talisman Weekly Reporting Sheet in section 2 Departures during reporting period, Name, Room number, Date of Departure.  Do not refund the Key Deposit if they are in arrears with their rent or their electric.  Do not advise of departures after the Sunday or a week in advance as this causes problems on the Talisman rent accounting system.
Room Change

4. If a resident is changing rooms enter the Name, ‘From’ which room, ‘To’ which room on to the Talisman Weekly Reporting Sheet section 3 Room changes during reporting period.  Do not advise of room changes after the Sunday or a week in advance as this causes problems on the Talisman rent accounting system.
Rooms empty 
5. Maintenance: Complete Talisman Weekly Reporting Sheet, section 4 rooms empty for maintenance during reporting period, if a room is empty and has been placed in maintenance.

Voids: Complete Talisman Weekly Reporting Sheet, section 4 rooms empty due to a void during reporting period, if a room is empty and has been placed in maintenance.

Receipts issued during reporting period

6. Complete Talisman Weekly Reporting Sheet, section 5 Receipts issued during reporting period of the receipt numbers from start to finish issued in that week.

Housing Benefit Changes 

7. If a resident has commenced working carryout the Affordability Guide print and retain a copy in the residents file.  Check the figures calculated with the Project Manager, the project manager to sign the printout.  Then amend their PC and HB contribution in line with the information provided from the affordability guide.  Complete the Talisman Weekly Reporting Sheet section 6 Changes to Personal Contributions must be completed, Name, Date, New PC Amount, Adjustment Needed, send confirmation letter to resident notifying them of temporary change awaiting confirmation from HB.  Delays in processing a temporary alteration to a residents PC or HB may result in the resident getting into arrears.
8. As a temporary change has occurred the figures will need to be checked when notification from HB is finally received.  With any difference calculated and necessary transfers made.
9. The information is then entered onto Talisman by the Project Manager.  Correct information must be supplied to be entered onto talisman.
10. Queries in the first instance must be directed to the Project Manager of the project, if the query cannot be resolved the manager must contact Operations or Business Manager.
11. Training requirements must be directed to the Project Manager to resolve in the first instance if the training requirements cannot be delivered then the Project Manager will contact the Operations or Business Manager.
Talisman Weekly Reporting Sheet

Reporting period Monday    …………..   to Sunday   …………
Completed by  ……………………………………………………

	1 Arrivals due on Monday following report period

	Name
	Room
	Date of arrival
	Person check list completed
	Sent

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	2 Departures during reporting period

	Name
	Room
	Date of departure
	Person check list completed
	Sent

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	3 Room changes due on Monday following report period

	Name
	From room
	To room
	Person check list completed
	Sent

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	4 Rooms empty for maintenance during reporting period

	Room
	From
	To
	

	
	
	
	

	
	
	
	

	
	
	
	

	5 Receipts issued during reporting period

	From receipt number
	
	To receipt number
	Cash sheet attached
	Sent

	
	
	
	
	

	
	
	
	
	

	6 Changes to personal contributions notified during reporting period

	Name
	Date of change
	New personal contribution
	Adjustment required

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	7 Changes to Applicant’s status

	Name
	W for Int
	Waiting list
	Accepted
	Withdrawn

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Activity 2 -
Talisman Rent Accounting - Daily Cash Sheet

Purpose
To ensure the accurate accounting for personal contributions, housing benefit and management income received regarding each resident by the Talisman Rent Accounting System. 

Process

1 Support workers will complete the Talisman Daily Cash Sheet when Personal Contributions (PC), Housing benefit (HB) or management income is received (e.g. Laundry, Deposits, Replacement Keys, Replacement/Repair).
2 The information entered onto the Talisman Daily Cash Sheet is taken from the written receipt in the Triplicate receipt Book held in the Cash Intake tin.

3 The Talisman Daily Cash Sheets are placed in the Cash Intake Tin on the Sunday evening for the week ahead along with the Talisman Weekly Reporting Sheet.
4 Support workers will reconcile the cash intake on a daily basis (e.g. 9.00am and 10.00pm) and any discrepancies will be investigated immediately by the staff member and reported to the Project manager if the discrepancy is not resolved.
5 If the discrepancy is not resolved then the discrepancy must be recorded on the Talisman Daily Cash Sheet.
6 The Project Manager must monitor discrepancies in the cash in take tin.
Activity 3 – Rent collection 

Purpose

To charge and collect the designated rent for the accommodation 

Note: Rents are set according to Mendip YMCA’s Charge Setting Policy as set out in the Residential Policies.  

The full weekly charge for each unit of accommodation is made up as follows:

Core rent

   

Service charge
   

Ineligible charges     

Support charge


The support charge is financed by an annual grant from Supporting People.  Residents claiming Income Support or Job Seeker’s Allowance are entitled to full HB [the core rent plus the service charge] and are liable for the ineligible charges - this is their Personal Contribution [PC].  The PC is therefore income based, increasing as income goes up.  Residents should always be aware of their full rent. 

 The project uses the ’Talisman’ computerised rent accounting system.

Process A – Personal Contribution

1. Rents are due weekly in advance: each Monday the rent books [kept in the cash intake tin in the safe] are updated, the PC entered on the left hand page with different columns for rent due and cash received.  Arrears are written in red.   Residents are given a letter informing them of the up to date balance of their rent.  
2. Monies received go in the cash intake tin, and a receipt is written from the numbered triplicate book kept in the tin – the top copy is given to the resident, the second is attached to the Daily Cashing Sheet [see 3 below] and the third remains in the triplicate book.

3. Daily Cash sheets are kept in the cash intake tin, staff must enter money received from residents onto the sheet with the appropriate transaction code.  Each transaction has a code, for example Personal contribution = PC [see Activity 2 below for the codes key].  

4. The amount received is entered in the resident’s rent book.

5. Rent Letters and Arrears letters are issued according to Mendip YMCA Rent Arrears Policy.

Process B – HB

1. Rents are due weekly in advance: each Monday the rent books [kept in the cash intake tin in the safe] are updated, the HB [Housing Benefit] is entered in the rent books [on the right hand page], in practise HB is paid in arrears, usually monthly.  Arrears are written in red.

2. HB is paid by cheque from Mendip District Council direct to Mendip YMCA at The Old Glasshouse. When a cheque is received a receipt must be raised, which is then recorded in the rent book, receipt book and Daily sheet.  The second copy of the receipt for HB is attached to the Daily Cashing Sheet.  [See 3 below for top copy.]

3. A change in the resident’s financial circumstances must be recorded by the resident on the orange Change of Circumstances form and sent with the appropriate evidence [e.g. wage slip, confirmation of benefits or a letter of no income] ASAP to Housing Benefit Dept, Mendip District Council, Cannards Grave road, Shepton Mallet.  In the case of someone on a fluctuating income, this process would need to be done as frequent as the income changes e.g. weekly/monthly.  

4. Such changes take time to be processed and overpayments and underpayments are both common: rent accounting can thus sometimes become quite complex.  To help prevent residents falling into arrears whilst their new HB entitlement is being processed by MDC, there is an Excel ‘Affordability Guide’ programme in the ‘Rent’ folder on the office computer which calculates their approximate entitlement, and residents must pay this approximated amount.  The rent book will be temporarily adjusted to prevent the resident falling into arrears until a permanent  adjusted is made when Housing benefit has confirmed in writing the residents new entitlement.  

5. When notification of a change in HB is received from MDC, the details are checked against the temporary change and any adjustment required carried out immediately with the change being recorded on that week’s Talisman Weekly Return [see Section 10 – Routine Procedure, Talisman Rent Accounting] for inputting.
Activity 4 – Affordability Programme

Purpose

For staff to calculate an approximate personal contribution when a Resident commences paid employment prior to receiving confirmation from Housing Benefit.  Thereby reducing the likelihood of the resident accruing a bad debt.

1.
From the Our documents directory go to the ‘Rents’ folder and double

click, then into FF (Frome Foyer) or SH (Spencer House) folder then double click, then into the Affordability Guide folder and double click then into the for when residents become employed double click.

2. The programme will then load you then enter the amount of the net weekly income in pounds and pence.  This will then calculate the approximate amount of PC, which is highlighted in Red.

	Affordability Guide
	
	
	
	
	

	Enter the Eligible Rent Here
	93.89
	
	
	
	

	Enter the Net Income of the Resident Here (See Note 1)
	60.00
	
	
	
	

	Enter the Income Disregard Here (See Note 2)
	5.00
	
	
	
	

	Income Less Disregard is:
	55.00
	
	
	
	

	Enter Applicable Amount Here (See note 3)
	47.95
	
	
	
	

	Excess Income is:
	7.05
	
	
	
	

	65% Excess Income is:
	4.58
	
	
	
	

	Housing Benefit is:
	89.31
	
	
	
	

	Enter Ineligible Charges Here
	5.97
	line 10 + 11 is the increased amount required 

	Resident's Personal Charge is:
	10.55
	10.55
	Amount Resident Pays

	Resident's Disposable Income is:
	49.45
	
	
	
	

	Housing Benefit Entitlement
	ENTITLED
	
	
	
	

	NOTE 1: EARNINGS ARE TAKEN AS NET OF TAX,NI AND 50% OF ANY WORK OR PERSONAL PENSION CONTRIBUTION
	
	
	
	

	NOTE 2: USUALLY £5
	 
	
	
	
	

	NOTE 3: SINGLE UNDER 25 = £47.95
	 
	
	
	
	

	
	
	
	
	
	

	Amended JS & KM 10/3/08
	89.31
	
	
	
	


(2008-2009 example for ff resident)
3. Print off two copies one for the Resident and one for the Residents File.

Activity 5– Rent management 

Purpose 

1.1 Arrears can be a problem for both the resident and the YMCA and action must be taken at an early stage if there is to be any chance of avoiding a serious problem developing. The YMCA will ensure that residents are clear about all stages of action being taken and the results of visits and arrangements for future planned action will be confirmed in writing.

1.2 The object of this policy and procedure is to find ways of resolving arrears problems so that residents can stay in their accommodation. 

1.3 Special arrangements may be made for residents who are entitled to Housing Benefit, where there are delays in the payment of their entitlement.

1.4 Residents will have the right of appeal if they feel that the following procedure has not been operated fairly. The appeal will be heard by the Operations Manager.

2. Pre-occupation

2.1 During the selection process the staff member will discuss income, charges payable and method of payment with the applicant. The Resident Support Worker will give advice on the range of benefits, which are likely to be available.

3. Regular Action

3.1 The Project Manager will review the arrears records weekly. All new cases of arrears will be identified in addition to existing cases.

4. Week One

4.1 Charges are paid one week in advance and are due on Monday of 

each week. By the Wednesday following non-payment, a YMCA Residents Support Worker will speak to the resident to remind him/her that money is owing and to explore if there are any issues that the resident may need support with.

The appropriate letter will be issued to each resident on a weekly basis to confirm their rent position.

· Rent Credit Letter - for those in credit or nil balance

· Rent Arrears Week 1 Letter – for those that are only 1 week in arrears

· Rent Arrears Week 2 Letter – for those that are two weeks or more in arrears

4.2 The basis of the request for payment is to:

(a) ensure that the resident is aware of being in arrears;

(b) encourage the resident to clear the debt straight away;

(c) propose that if 4.2 b. is not practicable for the resident he/she should contact staff to reach an agreement to repay the arrears.

4.3 The Rent Arrears Week 1 and Week 2 Letters will state the amount outstanding and include suggested days and times when the payments can be made.

4.4 Any agreement made with the resident will be confirmed in writing by

the Residents Support Worker.

5. Week Two

5.1 By the Wednesday of the second week and where there has not been:
· substantial decrease in the level of arrears; or

· an agreement for the resident to repay the money owed;

The Project Manager will contact the resident face to face to ensure the severity of rent arrears is understood, at this time the manager will also send a letter to ensure the ;

· the arrears quoted are agreed as outstanding;

· possible benefits for which the resident may be eligible have been/are applied for;

· other major debts are known e.g. hire purchase; and an agreement for the repayment of arrears is made.

The Rent Arrears Week 2 Letter will be issued which states that failure to pay their personal contribution could put their tenancy at risk.

Week Eight 

When the arrears amount is equal to 8 weeks unpaid eligible Housing Benefit and Personal Contribution then a Notice Seeking Possession and or a Notice Requiring Possession will be issued.

6. Leavers Arrears
1. If a resident leaves owing monies a meeting should take place with the resident to inform of them the amount owed and the consequences of non payment eg difficulties securing tenancies with debt out standing, banned from the Foyer, ultimately legal action could be taken to recover the monies owed. 

A repayment plan should be 

negotiated with them and a copy sent to the Operations Manager, a copy placed on their file within the project and a copy in the Leavers file so that we can monitor the payments and action taken.

2. Guarantors should be contacted immediately so that costs can be recouped.

3. The day a resident leaves with arrears a record should be logged into the Leavers file. This record is then maintained weekly (or sooner) by the support worker. Phone correspondence will be made frequently (Once a week at least) via the support worker. The Leavers file is checked by the project
Manager once a week, this is to check progress made and give any extra support guidance to the Support Worker.

4. Project manager will issue a Leavers Arrears Letter alongside a Leavers statement on the day the resident leaves. This action is to be repeated monthly.

5.If despite regular verbal and written correspondence to the resident or ex-resident the debt remains, brief but concise information should be sent to the Operations Manager highlighting, what efforts have been made by staff to encourage the debtor to pay. A discussion will take place between the Op’s Manager and the Project Manager to discuss future action.

6. At this point the possibility of court action will be considered. We would consider the information below:

  The cost of doing this would be:

	Amount Outstanding
	Cost To MYMCA

	£50-300.00
	£25 initial claim + £25 Hearing = £50.00

	£301 - £500.00
	£35initial claim + £50 Hearing = £85.00


Clearly we do not want to be spending out more than the debt that we are pursuing therefore, we recommend that we only take individuals to the courts for a sum owing greater than £150.00

During the discussion with the Project manager and the Operations Manager they would discuss the likelihood of payment ie do we have an address for the individual, are they employed, would they act upon a court order or just ignore it etc Once this discussion has taken place an action will be agreed. Either to write the debt off or proceed with Court Proceedings.

7. Court Procedure – The claims would go through the County court and the claim is made via the internet.  http://www.hmcourtsservice.gov.uk/infoabout/claims/index.htm Clear instructions are on the website on how to make a claim.

8. If the debt is to be written off the Project Manager and CEO will then complete the Transfer of debtors with relevant details and attach the information previously received from the project.

9. The debt will be written off when the CEO and Treasurer have given authorisation and signed and dated the form.

10. Once the CEO and Treasurer have given authorisation a copy of the form will be sent to the staff member responsible for inputting Talisman and the Project Manager for the rent books to be amended.
Activity 6– Other Cash Intake

Purpose

To account for all monies received in respect of residents

Note

The money retained in the cash intake tin should not be in excess of £100.00.

Process

1. Apart from PC, there are other monies that are received in the cash intake tin.  Each transaction has a specific code that must be entered on the Daily Cashing Sheet for monies received:
· R/R [for replacement/repair of an item]
· Key [for a replacement key - £5]
· LPC [rent arrears payments from ex residents]
· Dep [for £5 key deposit on entry to the project]
· W&D [for laundry tokens bought - these are kept in the cash intake tin: wash tokens cost £1.50 each and dry tokens 25p]
· B/D [Bad debt – this is authorised by the CEO & Board of Management]
2. All the above are receipted from the Triplicate book, recorded on the Daily Cashing Sheet, and the money received goes in the cash intake tin.
3. The original receipt is issued to the resident, the 1st copy is attached to the back of the Daily Cash Sheet and the 2nd copy remains in the receipt book. 
4. The balance of cash in the tin should be monitored on a daily basis and where there is an excess of cash this should be banked.  Refer to banking procedure.
NB  All transactions must be receipted and receipts should specify the name of the resident making payment, what the payment is for, the amount paid, and be signed and dated by the member of staff concerned.

Activity 7 – Petty Cash
Purpose

To have available a sum of money for minor expenses not exceeding £50. To account and provide an audit trail for all other money received.

Process

1. Petty cash is kept separate from cash intake and is kept in the tin marked petty cash in the safe.  It is used for small purchases needed immediately - this could be anything from stamps to toilet rolls.  A receipt is required for all purchases.  It is not to be used to purchase stationery; this is only ordered through the Administrator at TOG.  See activity 14 for Donations and activity 9 for Room Hire.

2. Petty cash slips are kept in the petty cash tin, and when a purchase is made a slip is completed with date, item purchased, staff name and signature clearly recorded. Any payments over £10 requires Project Managers authorisation. The receipt is stapled behind the petty cash slip and the appropriate cash is taken out of the tin.  The next receipt number to be used must be entered onto the next receipt.

3. The Petty Cash Tin is reconciled on a daily basis.
4. The petty cash tin may be replenished from the cash in take tin as necessary.  This transaction is recorded on an Income Record form as a receipt of income into the Petty Cash Tin and is recorded as a transfer of income on the Daily Cashing Sheet.
5. The Income Record form will be retained in the Petty Cash tin along with the Petty Cash slips for expenditure.

6. Project Manager at Spencer House and the Clerical Worker at Frome Foyer reconciles the petty cash on a monthly basis; petty cash slips, with their receipts and the income record forms are attached to the Petty Cash Spreadsheet and sent to the Treasurer.  See activity 8 for reconciliation of Petty Cash. 

Activity 8 – Reconciling the Petty Cash
Purpose

To ensure that all expenditure has been accounted for and that no misuse of expenditure has taken place.

Activity

The Clerical Worker and in their absence the Project Manager will balance the Petty Cash Tin at the end of each calendar month.

Process

1. The clerical worker will enter the expenditure and income information from the petty cash slips and the Income Record forms on to the Petty Cash Spreadsheet for the monthly period.  The spreadsheet will automatically calculate the amount of money that has been spent and calculate the amount of money that remaining in the petty cash tin.
2. The money in the Petty Cash Tin should be counted this should equal the amount that has been calculated on the Petty Cash Spreadsheet.

3. If there is a discrepancy then the information on the spreadsheet and the money in the tin should be rechecked to ensure there have been no errors.  If the discrepancy still exists the project manager should be informed and the discrepancy investigated. For example is the discrepancy as a result of money having been transferred into the petty cash tin but not recorded on an Income record Form, has a receipt not been placed in the petty cash tin etc?

7. If the discrepancy cannot be found then the amount should be recorded on the spreadsheet as a discrepancy.  All discrepancies whether over or under must be recorded.

8. The spreadsheet, petty cash slips & receipts and the income record forms must be forwarded to the Treasurer at the end of the Month for checking and processing onto the MYMCA’s finance system.

9. Excess money in the petty cash tin should be banked periodically, See Activity 6. for the procedure.

Activity 9– Receiving immediate payment for room bookings

         (Frome Foyer Only)

For room bookings, see Section 7– General Administration

Purpose

To accept and account for income from room bookings, which is to be accounted for separately.

Process

1. Most organisations booking rooms prefer to be invoiced.  Occasionally immediate payment is made on the day the room is being used this can be by cash or by cheque to support staff.
2. Income from Room Bookings is separated from other cash received: an Income Record form must be completed and placed with the payment [cash or cheque] in an envelope at the bottom of the petty cash tin.
3. The original room booking form must be updated to show that the room hire charge has been paid in full and a copy given to the group or individual.
4. The Clerical Worker records room rental income on the Petty Cash Spreadsheet and attaches the income record form to the spreadsheet, which is sent to the Treasurer at the end of each month.

5. Income banked for room hire should be entered on a separate paying in slip in the bank paying in book.  See activity 8 for banking procedure.
Activity 10 – Banking

Purpose

To transfer cash intake to the project bank account

Process

1. Banking is usually done at Spencer House by the Project Manager and at the Foyer by the Clerical Worker but in their absence by any of the Support Workers, usually at the request of the Project Manager.  It is done irregularly, dependent on how much cash has been taken, but usually when the amount in the cash intake tin becomes in excess of £100 and the petty cash tin is in excess of £50.

2. When paying money into the bank ensure payment slip is completed properly and source of money documented on the reverse of the slip e.g. wash tokens/petty cash etc 
3. The paying in book is then returned to the filing cabinet in the project.

4. The Treasurer is informed by email that the deposit has been made, stating the day and amount banked.

Activity 11– Authorisation of Purchases/Work to be carried out 

Purpose

To ensure that budgets are not exceed, and ensure an audit trail of authorisation for purchases/work being done

Process

1. The Project Manager is authorised to make purchases/request work to be undertaken up to £100.
2. In the case of purchases/request for work to be done over £100, authority must be obtained from the Chief Executive or the Operations Manager prior to the order/work being initiated.

3. Contractors – For Tendering procedures see PoliciesandProcedures/Policies/Residential/Residential Policies point 9 
Activity 12 – Cheque/BACS/Cash Requisition

Purpose

To pay for goods/services which are not invoiced.

Process

1. A Cheque Requisition form is completed and authorised [up to £100   

by the Project manager, over £100 by the Chief Executive] and sent to the Old Glasshouse by internal mail for payment.

2. This process will need to be carried out in advance of when the   

payment is required to give the Administration Dept adequate time to organise the payment, ideally at least 2-3 weeks in advance of the payment being require.

Activity 13 – Payment of Invoices 

Purpose

To authorise and arrange for prompt payment of any invoices.  All Suppliers will be given the TOG address for the submission of invoices.
Process

1. All invoices will be received at TOG, where they will be stamped with the date stamp and the authorisation stamp.

2. The invoice will be copied for the outstanding invoice folder and the original sent to the project managers for authorisation.

3. Invoices will be placed in a poly pocket and be dispatched from TOG via the internal mail containing the invoices for authorisation.  On arrival at the project the wallet will be placed in the Project Manager’s in-tray.
4. The Project Manager will on the day of arrival assess if payment is to be made and return invoice duly signed see points 5 & 6, if the invoice is in dispute the Project Manager will email the Treasurer/Business Manager and Clerical Worker, advising them of when dispute will be resolved.

5. The Project Manager authorises any invoices up to £100 and then sends them to the Old Glasshouse, Administration Department for payment.
6. In the case of invoices over £100, the Project Manager will sign the invoice confirming that the goods have been delivered/work has been done and send it to the Chief Executive for counter authorisation and then payment.
7. Copies of all invoices are kept in the Suppliers file together with delivery notes and worksheets.  Copies of utility bills are kept in the Utilities file. 
Activity 14 – Donations Received 

Purpose

To provide an audit trail for all donations received and a formal acknowledgement to the individual or group making the donation.

Process

1. All donations of cash and cheques received must be recorded on an Income Record Form.  The reason for the donation must be obtained and recorded on the form in order that the donation is allocated to the appropriate project/activity.
2. The cash and or cheque should be placed in the Petty Cash tin along with the income record form and banked along with surplus amounts of petty cash.
3. The income is entered onto the Petty Cash Spreadsheet.
4. At the end of the month the income record form will be sent to the Treasurer and attached to the Petty Cash Spreadsheet.
5. All donations received must receive a formal letter of thanks from the Project Manager and a copy must be attached to the Petty cash Spreadsheet and sent to the Treasurer.
The copy letter must be sent to the Administration Department at TOG where it will be retained by the Administration Department and entered onto a central donations register

Activity 15 -
Talisman Bad Debt Write Off

Purpose
To ensure the accurate accounting for personal contributions and housing benefit Written Off by Mendip YMCA after former residents have been continually contacted requesting payment of outstanding amount. Contact should be maintained for at least 12 months since their departure. 

Process

1. The former resident is to be contacted by the project (support worker and or project manager) requesting payment of all outstanding money due on the residents personal contribution, housing benefit, deposit, utilities or damage/loss caused to the project.
2. This process should be maintained for a significant period giving the former resident affordable repayment options.  If this process is unsuccessful the Project Manager will then request the Bad Debt to be Written Off by completing the Transfer of Debtors form (\\mendipymca\ourdocs\forms\finance\transferOf Debtors.doc), along with supporting evidence of what actions have been carried out to try and recover the debt.

3. The Transfer of Debtors form will go to the CEO and Treasurer for authorisation.
4. Once the Transfer of Debtors form has been authorised the Bad Debt will be written off on the Talisman Rent Account System and a copy of the form retained in the Talisman folder and KPI folders.

5. In the Flag section of Talisman the words Bad Debt written off and in  the comments section enter the amount.
6. After the Bad Debt has been written off the project manager will continue to recover the bad debt for a period of 12 months with quarterly reports being issued to the CEO outlining what action has been taken to recover the written off amount.

7. If payments are received once the debt has been written off they should be entered onto the Talisman Rent Accounting system in Management Income – Repaid bad debt, the leavers comments should be updated with the payment and quoting the new outstanding (o/s) amount.
8. After 12 months and providing that the project has continually attempted to recover the loss the CEO will confirm that the amount no longer has to be recovered.

Activity 16 -
Talisman & Residents Rent Book Queries
Purpose
To identify the activity required to resolve a rent query between the Talisman Rent Accounting system and the Residents/Leavers Rent Card. 

Process

1. Log onto Talisman and go to the appropriate tab e.g. resident or leaver.

2. Choose the resident/leaver from the drop down list

3. Click Accounting

4. Click view bills for a resident/leaver

5. Choose the specific rent card page e.g. Deposit, PC or HB which has the query by using the drop down menu.
6. Print the rent card by clicking the left printer icon on the screen, a message will then be displayed click ok.

7. The rent card will then print, once printed look at the balance on the Talisman printout and the rent card to establish when the balances were last the same.

8. Once identified work through each transaction that has been entered since that date to ensure that all transactions are in the rent card and on Talisman.

9. If there are transactions that are missing from either Talisman or the Rent card, investigate the transaction to see if it does belong to that Resident and why it was missed off the system.  It is likely that human error will have occurred.
10. If the transaction belong to the Resident and been missed off either the rent card or Talisman enter the missing transaction with the date that will be in the current weeks transactions for talisman but make a reference next to it in the rent card or in the comments section in talisman as to the correct date of the original transaction.

11. If the transaction belongs to someone else action in the same way as per point 10, remember never delete a transaction that has been entered onto Talisman carryout a corresponding entry with a description in the comments section, with the current weeks transactions. 

12. If all transactions are recorded in the rent card and on talisman, check the calculations in the rent card by either using a calculator or an excel worksheet.  This will then identify any incorrect calculations.

By carrying out these processes it will identify the discrepancy.

Activity 17 -
Talisman – Residents Un-returned Deposits

Purpose
To identify the activity required to resolve un-returned deposits of residents that have left as identified on the Rent Accounting Report Debtors and Creditors. 

Process
1 Deposit should be refunded to resident leaving providing there are no arrears, damage or outstanding electric bill, see section 5 activity 4.
2 If arrears are outstanding the amount should be transferred to the relevant section e.g. HB or PC.

Example:

Edit bills - Deposit section

Enter date, amount (+5.00) and in comments enter Transfer to pc/hb

Edit bills - PC/HB section

Enter date, amount (-5.00) and in comments enter Transfer from Deposit.
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3 If arrears are outstanding due to damage or electric bill the amount should be transferred to the relevant code in the management income section e.g. electricity.

Example:

Edit bills - Deposit section 

Enter date, amount (+5.00) and in comments enter Transfer to management income electricity arrears initials of client
Management Income section
Enter date, amount (-5.00) and in comments enter Transfer from deposit - electricity arrears initials of client
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4 To check that this procedure has been carried out correctly check the Talisman Debtors and Creditors report and the Special Key words report

N.B. When entering the date for the transfer remember not to back date this into a previous month or it will affect your carried forward figures on the Debtors and Creditors reports that you use for the monthly reconciliation report.
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