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Income and Expenditure Report - Guidelines

▪ The Core Funding financial reporting year runs from September 1st to August 31st

▪ Income and Expenditure should be recorded on a cash basis accounting and not on accrual basis 

accounting.

▪ DCEDIY will provide Partner Services with all DCEDIY income which you can use to input into the 

Income and Expenditure Report.

▪ The Income and Expenditure Report is to be submitted electronically by your Accountant. Details 

on how to do this will follow.
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Income and Expenditure Report – How to Complete

1. Download ‘Income and Expenditure Report File’ from The Hive

2. Input the Service Reference Number 
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Income and Expenditure Report – How to Complete

3. ‘Final Accounts’ is the annual total of income and expenditure per account code/heading.
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Income and Expenditure Report – How to Complete

4. The Income and Expenditure Report is made up of Positive and Negative figures.

Manually input the income and expenditure figures into the ‘Final Accounts’ column.

Income Account Codes are shown as negative figures these 

are inputted into the Income and Expenditure report as a 

credits(minus) figure. 

In exceptional circumstances income could be expenditure 

for example a refund of a grant, please input this as a 

positive figure, if the total amount per heading for the Core 

Funding financial reporting year is now expenditure.

Expenditure Account Codes are shown as positive figures in the 

Income and Expenditure report. 

In exceptional circumstances expenditure could be income for 

example a refund of electricity, please input this as a 

credit(minus) figure, if the total amount per heading for Core 

Funding financial reporting year is now income.
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