Financial Management Training Programme

2006 – 2007

Are you responsible for the day-to-day recording and interpreting of financial information for your voluntary or community organisation and would you like to gain a better understanding of:

· the language of finance and the terminology used 

· how finance works and how it impacts on the organisation 

· how double entry bookkeeping works

· how to use MS Excel

· if and how SAGE accounting software can be successfully used by your organisation

· how to use SAGE with MS Excel to become more organised and efficient

· how to save the organisation money by doing financial year-end preparation work

· how to read and understand standard financial reports

· how to process salaries and wages using Sage Instant Payroll and Sage Payroll for Windows

· how to record and use budgets as a management tool

We have a full programme of training sessions and workshops for 2006/2007, especially for people across the voluntary and community sector, to build their accounting and financial management skills.  

Voluntary Sector Financial Management Six Pack

Over six weeks we cover:

· the principles of double entry bookkeeping

· processing routine transactions using Sage Accounting systems (adding ledger accounts, dealing with credit notes, invoicing (customers and/or funders), bank payments & receipts, managing petty cash

· Sage financial management (budgets, funds received in advance, bank reconciliation/adjustments/recurring entries, maintaining charts of accounts 

· debtors and creditors reports

· error correction and file maintenance

· MS Excel and Salaries Journals (managing wages control accounts)

· Introduction to the use of MS Excel with Sage Reports (what you need to report to your Management Committees and how to do it)

The final session will be participant led and will address issues that arise from the previous sessions

Pre-requisites: For users of Sage Accounting Systems  
Cost: £30

Date/Time: Tuesdays, 24th October – 28th November, 9.30am – 12.15pm

MS Excel and SAGE Accounts

These four sessions give you the opportunity to enhance your basic MS Excel skills and computer file management using data extracted from Sage.  Included in the program:

· extracting information from Sage Accounts and manipulating it using MS Excel

· presenting financial information in a professional and manageable format

· preparing a statement of funds with the users’ own data

· sorting, formatting, subtotals and various tips and tricks to make your work using MS Excel efficient and enjoyable

· managing your computer files and folders
Cost: £30  
Date/Time: Wednesdays, 25th October – 15th November, 9.30am – 12.15pm
Financial Focus Six Pack

These six sessions are aimed at Management Committee members

· Session 1  - The role/responsibilities of Management Committee members with a particular focus on managing the organisations’ financial affairs

· Sessions 2,3,4 – A set of practical workshops designed to show members how to read and interpret financial information; how to ask the right questions; how to establish the true financial position of the organisation; how budgets can prove to be a valuable planning and monitoring tool

· Session 5 – Procurement – current funding sources, information needed

· Session 6 – Full cost recovery – what it is and how it works
Cost: £30 

Date/Time: Tuesdays, 24th October – 28th November, 1.00pm – 3.45pm

Introduction to MS Excel 

(3 sessions)
These sessions are aimed at those who currently record the income and expenses of their organisations using a manual system and would like to consider using MS Excel spreadsheets to achieve the same results more quickly and efficiently.  This course is designed for the absolute beginner.

Pre-requisites: Basic computer skills and the ability to use a calculator
Cost: £30 

Date/Time: Wednesdays, 22nd November – 6th December, 9.30am – 12.15pm

Introduction to Full Cost Recovery Calculations using MS Excel 

(3 sessions)

These sessions are designed to help managers and committee members to use MS Excel as a planning and budgeting tool, and will focus on full cost recovery.

Delegates will be able to start building the data needed for their own organisations for full cost recovery funding applications.  This data can be easily updated when needed.

Pre-requisites: Basic MS Excel skills and the ability to use a calculator
Cost: £30  

Date/Time: Tuesdays, 5th December – 19th December, 9.30am – 12.15pm
Taster Sessions
By coming along to ONE of our taster sessions, you’ll have an opportunity to have a look at what’s right for your organisation in terms of financial management using SAGE accounting packages.  We can help you identify which package is best for you and demonstrate how other groups have managed or adapted packages to suit their own organisations.
Cost: £10
Date/Time: These sessions are on going and can be booked as and when required
Financial Year End Workshop for Sage Accounts Users

One workshop deals with financial year-end procedures for users of Sage Accounts.  It covers the principles of accruals and prepayments, deferred income, depreciation and related routines, and attendees will work through Sage Accounts year-end processing routines.  Sage users will be able to apply what they have learnt to process most of these transactions independently of their accountants/auditors, and thereby gain a better understanding of the principles governing the preparation of annual financial statements.

Full documentation is provided for ongoing reference.

Cost: £15

Date/Time: Jan 2007

BOOK by Email ONLY

· Pick the session(s)/date(s) you want to attend

· E-mail your dates/details to fpmcdp@btconnect.com 

Payment to be sent to:

Ford, Pallion and Millfield Community Development Project

5 St Luke’s Terrace

Sunderland

SR4 6NQ

BOOKING FORM
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THESE SESSIONS ARE FUNDED AND SUPPORTED BY THE NORTHERN ROCK FOUNDATION, PROJECT NORTH EAST and

Ford, Pallion & Millfield Community Development Project
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N.B. Sessions are booked on a first come first served basis PLEASE TAKE NOTE OF THE START TIMES OF ALL SESSIONS AND BE SURE TO ARRIVE AT LEAST 15 MINUTES BEFORE THAT
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Organisation





Position in Organisation





Address











Telephone Number








Email Address








Session Date(s) you would like to attend:




















Please give brief details of anything in particular you would like the sessions to cover:





Venue for all Sessions – Pallion Action Group


5 East Moor Road 


Sunderland 


SR4 6QW











