[image: image1.jpg]BA|AN___

BRITISH ASSOCIATION
of UROLOGICAL NURSES




	Title: SOP – Submissions made on behalf of BAUN to Companies House, the Charity Commission and HM Revenue & Customs
Document Number: OD636



1.0 Purpose
The aim of this document is to identify the process by which BAUN meets its obligations to Companies House, The Charity Commission and HM Revenue & Customs to provide Annual Reports and Financial Statements, Annual Accounts and Trustees Report, and Quarterly VAT returns which comply with the with the Statement of Recommended Practice (SORP) Accounting and Reporting by Charities (SORP).
2.0 Scope

Companies House

1. Annual Reports and Financial Statements (audited accounts)

To prepare Companies House accounts properly directors must keep sufficient accounting records to show and explain all the company’s transactions.  This is a legal obligation under the Companies Act 2006 and any subsequent legislation.  Where the company is preparing accruals accounts, either because it has income over £250,000 for the year or for any other reason, it is the directors' responsibility to prepare accounts which give a true and fair view.

2. Annual Report Form (list of Directors)

An Annual Report Form should be completed online on the due date which is recorded on the association diary.  This lists all directors who have been in post at anytime during the past year.

The Charity Commission

1. Annual Reports and Financial Statements (audited accounts and Trustees report)

To prepare charity accounts properly trustees must keep sufficient accounting records to show and explain all the charity's transactions.  This is a legal obligation under the Charities Act 1993 and any subsequent legislation.  Where the charity is preparing accruals accounts, either because it has income over £250,000 for the year or for any other reason, it is the trustees' responsibility to prepare accounts which give a true and fair view.

2. Annual Report Form (list of Trustees)

An Annual Report Form should be completed online on the due date which is recorded on the association diary.  This lists all trustees who have been in post at anytime during the past year.

The Annual Return is normally made available online the day after the charity’s financial year-end.  This is completed by all charities and collects information that is primarily used to maintain the Register of Charities.  Since charities are accountable to the public, it is important that they confirm or update this information on a regular basis. 

Part A of the Trustees’ Annual Return includes contact and trustee details, where the charity operates, and a short summary of the charity activities.  Some information, like income and expenditure, is specific to the financial period covered by the return. 

The figures entered in Part A for income and expenditure should be taken from the annual accounts or from group accounts if the charity has subsidiary undertakings and group accounts have been prepared.  The figures to be entered in the online return are provided to the BAUN secretariat by the appointed BAUN accountant as this requires a specialist interpretation of the accounts.

HM Revenue & Customs

1. Quarterly VAT return

The quarterly VAT return is completed online within one month of the end of the quarter; the quarters being 

March
-
May
June
-
August
September
-November
December
-
February
2. Annual VAT return (revision of the full year)

3.0 Responsibilities

Companies House

Fitwise Management Ltd send all Sage Line 50 paperwork to BAUN appointed auditors for preparation of the draft accounts. Normally this would be done within 6-8 weeks of the 31st March financial year end.

Fitwise Management Ltd record on the BAUN diary the deadline dates for delivery of completed signed off accounts to be sent to Companies House by 31st December annually for Companies House.

During the preparation of the first draft of the accounts Fitwise Management Ltd prepare a draft Directors’ Report for inclusion in the accounts based on a template supplied by the appointed accountants.  In completing the form, directors must confirm that there are no serious incidents or other matters that they should report and have not already brought to the attention of Companies House. 

It is the responsibility of Fitwise Management Ltd to prepare a draft Directors’ Report to be sent to the Honorary Treasurer for edit and sign-off.  Once approval for this is received, final copy is sent to the appointed auditors for inclusion in the Annual Report and Financial Statements.
It is the responsibility of Fitwise Management Ltd to advise the appointed accountants of any investment income for inclusion in the Annual Reports and Financial Statement.
It is the responsibility of the appointed auditors to complete the Annual Reports and Financial Statements and send these to the Honorary Treasurer for sign-off.

It is the responsibility of the appointed auditors to send three copies of the final signed-off Annual Reports and Financial Statements to Fitwise Management Ltd. 

It is the responsibility of Fitwise Management Ltd, on receipt of the signed off Annual Reports and Financial Statements, to confirm that the appointed accountants have sent copies to Companies house and record the date that these were sent by the appointed accountants on the BAUN Diary.  The BAUN Diary is sent on a monthly basis to all BAUN Council. This allows the BAUN Council and especially the Company Secretary to check that this has been done.
It is the responsibility of Fitwise Management Ltd to record on the BAUN diary the deadline submission date for the BAUN Annual Report Form.
It is the responsibility of Fitwise Management Ltd to complete the Annual Return Form online.
The Charity Commission

Fitwise Management Ltd send all Sage Line 50 paperwork to the appointed auditors for preparation of the draft accounts.  Normally this would be done within 6-8 weeks of the 31st March financial year end.

Fitwise Management Ltd record on the BAUN diary the deadline dates for delivery of completed signed off accounts to be sent to the Charity Commission by 31st January annually.

During the preparation of the first draft of the accounts Fitwise Management Ltd prepare a draft Trustees’ Report for inclusion in the accounts based on a template supplied by the appointed auditors.  In completing the form, trustees must confirm that there are no serious incidents or other matters that they should report and have not already brought to the attention of the Charity Commission.
It is the responsibility of Fitwise Management Ltd to prepare a draft Trustees’ Report to be sent to the Honorary Treasurer for edit and sign-off.  Once approval for this is received, final copy is sent to the appointed auditors for inclusion in the Annual Report and Financial Statements.
It is the responsibility of the appointed auditors to complete the Annual Report and Financial Statements and send these to the Honorary Treasurer for sign-off.

It is the responsibility of the appointed auditors to send three copies of the final signed-off Annual Reports and Financial Statements to Fitwise Management Ltd. 

It is the responsibility of Fitwise Management Ltd, on receipt of the signed off Annual Reports and Financial Statements, to confirm that the appointed accountants have sent copies to Charity Commission and record the date that these were sent by the appointed accountants on the BAUN Diary.  The BAUN Diary is sent on a monthly basis to all BAUN Council.  This allows the BAUN Council and especially the Company Secretary to check that this has been done.
It is the responsibility of Fitwise Management Ltd to record on the BAUN diary the deadline submission date for the BAUN Annual Report Form.

It is the responsibility of Fitwise Management Ltd to record a date on the BAUN diary, 28 days prior to the BAUN Annual Report Form deadline date, for Fitwise Management Ltd to complete the web filing of the Annual Report Form.
It is the responsibility of Fitwise Management Ltd provides an email address to the Charity Commission as increasingly they use email to communicate with charities. Also, by far the most secure way to obtain a password for our online services is by email. 

HM Revenue & Customs

As part of the process of completing the first draft of the Annual Reports and Financial Statements, it is the responsibility of the appointed auditors to prepare a CT600 Short Tax Return form and forwards this to the HM Revenue and Customs and notify Fitwise Management Ltd that this has been done.  Fitwise Management Ltd records this as completed on the BAUN diary.

It is the responsibility of the appointed auditors, on receipt of the final accounts, will assess the BAUN tax liability on any BAUN investments and notify the Honorary Treasurer and Fitwise Management Ltd of the extent of this liability.

It is the responsibility of the Honorary Treasurer to instruct Fitwise Management Ltd to confirm who has been appointed as auditors for the next financial year.

It is the responsibility of Fitwise Management Ltd to send notification details of the AGM to the appointed auditors.

4.0 Procedures

Fitwise Management Ltd send all Sage Line 50 paperwork to the appointed auditors for preparation of draft accounts.  Normally this would be done within 6-8 weeks of the 31st March financial year end.

Fitwise Management Ltd record on the BAUN diary the deadline dates for delivery of completed signed off accounts to be sent to Companies House and the Charity Commission, 31st December annually for Companies House and 31st January annually for the Charity Commission.

During the preparation of the first draft of the accounts Fitwise Management Ltd prepare a draft Directors’ Report for inclusion in the accounts based on a template supplied by the appointed auditors.

The draft Directors Report is sent to the Honorary Treasurer for edit and sign-off.  Once approval for this is received, final copy is sent to the appointed auditors for inclusion in the Annual Report and Financial Statements.

Fitwise Management Ltd will advise the appointed accountants of any investment income for inclusion in the Annual Reports and Financial Statement for the period 1st April to 31st March.
As part of the process of completing the first draft of the Annual Reports and Financial Statements, the appointed auditors prepares a CT600 Short Tax Return form and forwards this to the HM Revenue and Customs and notifies Fitwise Management Ltd that this has been done.  Fitwise Management Ltd records this as completed on the BAUN diary.

The appointed auditors complete the Annual Report and Financial Statements and sends these to the Honorary Treasurer for sign-off.

The appointed auditors receives sign-off from the Honorary Treasurer and sends three copies of the final signed-off Annual Reports and Financial Statements to Fitwise Management Ltd. 

On receipt of these Annual Reports and Financial Statements, Fitwise Management Ltd confirms that copies have been sent to Companies house and the Charity Commission and records the date these were sent on the BAUN Diary. The BAUN Diary is sent on a monthly basis to all BAUN Council members. This allows the BAUN Council and especially the Company Secretary to check that this has been done.
On completion of the final accounts the appointed auditors will assess the BAUN tax liability on any BAUN investments and notify the Honorary Treasurer and Fitwise Management Ltd of the extent of this liability.
Following the BAUN Annual General Meeting the Honorary Treasurer will instruct Fitwise Management Ltd to confirm to the appointed auditors that they have been appointed as auditors for the next financial year.

Fitwise Management Ltd will send notification details of the AGM to the appointed auditors.

When submitting the return online, the Trustees’ Annual Report (TAR) and accounts may be in a combined document or separate documents, but must be in PDF format. 

BAUN Annual Report Form 

Fitwise Management Ltd will record on the BAUN Diary the deadline submission date for the BAUN Annual Report Form. 

Fitwise Management Ltd will record a date on the BAUN diary, 28 days prior to the BAUN Annual Report Form deadline date, for Fitwise Management Ltd to complete the web filing of the Annual Report Form.  
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