VAT Control

The balance on any individual VAT Control Code should be equal to:

Outstanding VAT claims to be reimbursed (or paid over) via the Monthly Advance plus the total of any VAT processed for the Current Month.
To complete the spreadsheet you will need to print a current KCC Income & Expenditure Report (for non FMS6 schools use the current balances on your system). (For the half year these will be the reports printed for submission to the Statutory Team)
Enter by month, any outstanding VAT claims awaiting reimbursement (split by VAT code).

To establish the VAT outstanding for the Current Month, print a VAT Short Summary Report (for non FMS6 schools use the appropriate reports from your system).
To Print Current Month VAT Short Summary Report
· Reports

· General Ledger 

· VAT Reports
· Select the Add (+) Button to add a new VAT Period

· Select VAT Short Summary Report

· Click on the Print button to browse

· Click on the Print Report button

· Select the Print button

· Answer Yes to Did the report print successfully?

To Print Previous Month’s VAT Short Summary Reports (if necessary)
· Reports

· General Ledger 

· VAT Reports
· Highlight the month required
· Select the Printer button

· Select VAT Short Summary Report

· Click on the Print button to browse

· Click on the Print Report button

· Select the Print button

· Answer Yes to Did the report print successfully?

Once you have completed the spreadsheet, save the file.  If you are using Excel 2007, please click "Save As" and choose the file format "Microsoft Excel 97-2003".
This file can usually be attached to an e-mail for submission however for the half year a hard copy (paper) should be sent to the Statutory Team as part of the half year returns.

If you have any queries with the above please contact your Senior Accountant in the Statutory Finance Team. Contact details are available on Kent Trust Web on the Finance page under Responsibilities and Contacts.
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