
 

 
 
 
 

 
 
 

Guide to completing your 
sundry creditor and 

debtor forms 
  



 

What are sundry creditors and debtors? 
 

Sundry creditor and debtor provision is made in order to comply with the “matching” 
concept that income and expenditure should be accounted for in the accounting period 
in which the relevant activity was undertaken. 
You should account for income or expenditure in the financial year that goods 
were received or provided and not when they were ordered. 
 
Limits set by the County Council mean that you do not need to submit forms for 
amounts that are less than £5,000.  If there are a number of smaller items under one 
CFR category (i.e. E19, E25 etc) that total more than £5,000 you should include these 
on the relevant form. 

 
Creditor Form (Pink) 

 
Complete this form for: 

➢ Goods or services that have been received up to 31st March but you will receive 
the invoice after 1st April. 

➢ Income has been received, banked and recorded on FMS up to 31st March but 
relates to services which will be provided after 1st April. 

 
Debtor Form (Blue) 

 
Complete this form for: 

➢ Income not yet received and banked but is in relation to goods or services 
provided up to 31st March 

➢ Expenditure that’s been incurred on FMS up to 31st March but relates to goods or 
services being received after 1st April. 

 
Estimates 

 
Even if you are unsure of the exact amount of a creditor or debtor you should still 
estimate the amount and enter this on the form. Evidence should be sent to show how 
you have arrived at your estimate. 

 
Nil Returns 

 
Nil returns are required so please ensure these are also sent. 

 
 
 



 

How to complete the creditor and debtor forms 
 

1. Complete the information at the top of the spreadsheet. This information will filter 
into the rest of the spreadsheet including some hidden sheets so please ensure 
you complete all boxes 

           
 

2. Complete all columns on the forms: 
 

▪ Account Code = enter the ledger code that your creditor or debtor relates 
to.  Once you have entered this a description of the code will appear in the 
next column. Ensure this is relevant. 

▪ Value = enter the value of your creditor or debtor. 
▪ Description = Enter a description that relates to that creditor or debtor line 

e.g., FSM February Actual or FSM March Estimate 
▪ Line Text length check = ensure there is no error in this box  
▪ Counter Party Type = Select this from the drop-down list. Most are self-

explanatory but there are some exceptions. Any payroll transactions e.g., 
overtime/supply must have the counter party type of “External – Other”. 
NCC February meals should be “Internal – Biller Direct” whilst NCC March 
meals should be “Internal – non-Biller Direct” 

▪ Counter Party Name = the name of the supplier or internal department if 
within NCC 

▪ Contact Details = only to be completed for internal creditors and debtors 
(NCC) 

 
TIPS 

✓ Enter individual lines for each creditor or debtor i.e. don’t enter February and 
March meals together 

✓ Don’t delete lines (this causes problems when we try to load the creditors and 
debtors) 

✓ Don’t unprotect the sheet – we have protected certain cells to ensure you don’t 
overtype them. 

✓ Ensure there are no #### on your form – check your form and if you can’t see 
how the error has arisen contact School Finance. 

✓ If you use an external finance consultant, please ensure they have seen this 
guide if they are completing your creditors and debtors on your behalf. 

✓ Amounts entered should be net of VAT 
 
 



 

Evidence 
 

Evidence must be provided for all items on the sundry creditor and debtor forms. Each 
item of evidence should be numbered with the corresponding line on your creditor or 
debtor form. Evidence should be scanned as one document for creditors and one for 
debtors and sent at the same time as the creditor and debtor forms. Please send your 
creditor and debtor forms as excel documents and your evidence as PDF’s. This 
means you should send us a maximum of 4 documents. 

 
Examples 

 
The below screenshot shows an example sundry creditor form: 

 
Lines 1 and 2 relate to NCC staff absence payments for March.  The evidence 
received is shown below: 

 



 

The next example is for estimated meal charges: 

 
 
Evidence received: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

This example is for a utility: 

 
 
Evidence received: 

 
 

Completed forms (excel) and evidence (1 PDF per school) should be sent 
to School Finance via email (cyp.finance@nottscc.gov.uk) or Erica. 
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