									Appendix 5

Cash flow Forecast Completion Instructions

Cash Flow
1. Cash Flow forecast
2. STB
3. Unreconciled 
Calculate the adjusted bank balance:
STB tab:
Download a copy of the current summary trial balance in order to ascertain the current bank balance in SIMS. This figure should be tested against the current bank statement balance in SIMS plus or minus movement on the unreconciled items. 
Unreconciled tab:
· Download a copy of the current unreconciled transactions.
· Both the STB and unreconciled reports act as part of the audit trail for the calculation of the adjusted bank balance.
Cash Flow tab:
· Budget - enter school’s current budget against each CFR heading
· Actual to date – enter the SIMS actuals to date from the current budget monitor
· Enter the calculated adjusted bank balance into the relevant month (in row 51)
· Months – enter the forecasted income and expenditure against the relevant month. This will be completed in line with the school’s requirements
· Annual total – the cash flow forecast will calculate the annual totals against each heading and show any variances to budget
· Outturn settlement invoices table – note any outstanding invoices, to date, in this table.
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