CHICS - Year end advice - 2020
Year end procedure is essentially straightforward with CHICS doing most of the work. However, it is important to get the simple things right, so please follow this advice. 

The rent year April 2019 to March 2020 is a 53 week rent year, ending Sunday 5th April.

If you have any questions not covered here or are unsure about anything, please ring us on 01277 424427 as usual.

Stock Condition – Co-ops or Associations using this module can move bands forward – please see manual on the website. An uplift can also be applied to costs if wanted – most recent CHICS allows differing uplifts for each element.

The following extract comes from the CHICS manual ‘guidrent.doc’.
3.11 Year End considerations

The system will perform all necessary close downs and calculations at the financial year end.

There may be some preparation.

Write Offs - (as also described previously separately in your manual)

Identify the balances or part balances which you want to write out of the accounts. The 'A/c Bals List' report will be helpful to have for this. Normally all tenants who have left and where the Account is clear (0 balance) should be written off. For other tenants, it may be helpful to send an Account's schedule to your auditor and take their comments, or perhaps the association will have a policy to write off all arrears not cleared after 3 years.

Mark Account's for Write Off by entering a 'W' in the 'Type/Ref' field to the right of  'Name' on the 'Tenant Account ‘screen. Tenancies must be ended before whole balances can be written off.
From the 'Reports' screen, the 'A/c Bals List' for Ex-Tenants, (tick Ex-Tenants box before listing), will print a separate schedule for these Account's, which shows balances and totals. 

If you only wish to Write Off a part of the balance on particular Account's, these partial balances can be transferred to an Account no -3, as Cash Adjustments. This Account no is reserved for such partial balances, and the total is identified in the Control Account analysis. To Write Off all balances posted to this Account, identify with ‘W’ as above, and recreate after moving to your new year. 

Last Week Receipts - Batch Posting - It may be helpful for your accountant/auditor to use the batches to split the receipts for the last week between pre and post 31st March (or whatever your month end is). Cash received in the next month can then be more easily identified and treated as next years income. 
Receipts Reconciliation 

****** BACKUP****** Please be certain to make a backup of your records before you go through the year close process – Memory Stick option now from ‘Setup/Utilities’ screen. You should keep a backup safely – preferably on CD. The only CHICS backup is on your hard disk, and if this is lost, no records for the whole year will be available.
*****COMPACT***** The end of year procedure involves major data update. Please compact the data beforehand– Now available from the ‘Setup/Utilities’ ****NETWORKS**** As above, this is a demanding procedure. Please ensure that CHICS is running only on the workstation used for the close.

Following this -
Reconcile as normal for week 53 and an extra message will advise that the year end procedure will be initiated. This system will carry out the following actions -


Week or month is closed and balances carried forward as usual.

Records for the current year are archived (saved on the hard disk) under the name form 'NAME20.MDB'


New year records are set so that previous year balances are brought forward to week 1

and Accounts Written Off are cleared from the new year.

At the end of the process you will be in the new Week 1 records. These current year records will also show weeks 2 to 52 of previous year. IF THERE IS ANY PROBLEM, AND/OR IF YOU COME BACK TO THE RENT SCREEN AND IT SHOWS A WEEK 53, PLEASE CONTACT US AS SOON AS POSSIBLE.
Reports for your Accountant/Auditor - After the process is complete, you will be in your new year records starting at week or month 1. Reports for the auditor should be printed from your previous year archive. Call this up from the 'Main Switchboard' by selecting and double clicking the name with the relevant year after it. Print reports as follows -


From the 'Reports and Printing' screen -




A/c's Schedule (This will automatically print wks 1-52)



Rent Debit Schedule wks 1-53 – identifies changes in rent throughout year.



Void Type Analysis wks 1-53 *


A/c Bals List - separates balances arrears and prepaid. ^

From the 'Rent - Tenant Account' screen

From Control Account print ‘Bals Analysis’ for week 52

Press ‘Cumulative’ and print cumulative totals to week 52



Call the 'Adj/Misc' screen and print both Cash and Rent Adjustment lists.



‘Bal/Close’ screen. Press ‘Print/Prev’ and print off receipts reconciliations.
 *Select ‘Confide/tots’ checkbox, and ‘Print Preview’ this gives Voids by Property option.
 ^Select ‘Ex-Tenants’ checkbox gives list of Formers and Write off’s.

More detail on individual week/month transactions is available from 

Accounts Summary wks 1-52 (You may have this already, but for large associations it will be a very big report – check ‘Confide/Tots’ box to give reduced print)

Individual Tenant Account statements 

Export Screen – Batches can be exported to spreadsheet as selected. Auditors may find this a useful trail.

All of this would probably a lot of unnecessary paper. I suggest you send your auditor a sample of one week Accounts Summary, and one statement, and ask them to get back if they need more of such detail

If required, print batches of cash received after the month end as 'Last week receipts' above.

Other useful figures for Housing Corporation LA, etc - 

Average Rents - The 'Committee Report' will give average rent figures for Tenancy Types and Unit sizes. The Unit sizes must be entered in the 'Property' screen, and Tenancy Types (normally 'A' for Assured, 'F' for Fair) in the 'Tenant Account' screen..

Tenancy Statistics - If you are running the 'Tenant Database' module, the 'Tenancy Statistics' report, run for the year, will give lettings details of the numbers, sources and client groups of new tenancies throughout the year.

Lastly – after printing remember to return to your normal current year week 1 records, by connecting from the Main Switchboard before posting your week 1 transactions and update.
