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1.
introduction

1.1
The Homes and Communities Agency (HCA)  requires that “ registered providers shall assess, manage and where appropriate address risks to ensure the long term viability of the registered provider, including ensuring that social housing assets are protected. Registered providers shall do so by:

a)  maintaining a thorough, accurate and up to date record of their assets and liabilities and particularly those liabilities that may have recourse to social housing assets”

1.2.1 The HCA has published a Code of Practice which is not mandatory, but it intended to help registered providers to understand what the Regulator is looking for when seeking assurance on compliance with the Standard by explaining and elaborating on the content. The expectations relating to assets and liabilities are set out in Appendix A.
2
records of assets and liabilities
2.1
The Group’s records of assets and liabilities are held on several IT systems, designed to meet operational requirements. It is not considered to be value for money to try to amalgamate records of a different nature and purpose into one system.  Therefore this document sets out what records are held, where they are held, and who is responsible for keeping each of the records up to date.
2.2
The intention is that, in a crisis, the Regulator or its appointees will be able to access up to date records of assets and liabilities by referring to this document and the links therein. 

2.3
The tables below set out where is record is held, how each is to be maintained, and what controls are in place to prevent errors. 
3
Records of property assets
	Record
	Where held
	Main report (for asset register purposes)
	How updated 
	Officers responsible
	Controls

	Property address (by individual house, flat,  bedspace or development site)
	Genero 
	Unit live report
	a) Development report address of newly purchased site to IT for upload to Genero via Sequel workflow
b) One month before handover, development provide addresses of new units to IT for upload to Genero and, at handover, request that the related site is removed

c) On disposal, the officer handling the sale request that the unit be removed (if no service charges), or recorded as leasehold (if service charges)
	Development Manager
Development Manager

Senior Sales Executive (third party sales)

Housing Services Manager (full or partial staircasing disposals)
	Tenancies cannot be allocated until units on Genero

Additions, disposals and changes reconciled to finance records at year end. 

	Title deed number
	Genero
	Unit loan report
	Title deeds for new sites and new units updated as per a) and b) above.

	Development Manager
	Checks for missing title deed numbers undertaken quarterly for preparation of Treasury Management reports to Board. (see note 1)

	Business stream eg general needs, shared ownership and whether directly or agency managed.
	Genero 
	Unit loan report
	Rent area and management type field included for all new units as per b above
	Development Manager
	Error messages generated for  Genero\Sun interface if rent area field not valid

	Whether Hexagon’s interest is freehold or leasehold
	RAM asset database
	Leased properties report

	On handover, Development inform Finance of whether we own the freehold and, if not, the date that the lease ends. 
	Development Manager
	

	Details of lease under which Hexagon holds any leasehold units
	Lease summary  document

	P:\_Hexagon\Managers\Asset register - units leased by Hexagon\Asset register - units leased by Hexagon 
	Finance Manager adds new leases to document and files electronic copy of the lease
	Finance Manager
	

	Restrictions on sale or rent
	Restricted property list 

	P:\_Hexagon\Disposals\MASTER Restricted property list.xls
	Development Project Officer updates the restricted property list as part of the post-handover Finance File procedure
	Development Manager 
	

	Defects in title
	Genero and defective title  spreadsheet
	Unit loan report 
..\..\..\..\Finance\CTX Library\_LIBRARY-CTX NEW-Units\Unit Loan File\Unit Loan Extract Full_New.xls
Defective title spreadsheet

..\..\..\..\Finance\Treasury\Loans\Security\CTX Loan database\Units not suitable for security charging.xls

	When defects in title are discovered in the course of security charging, the unit is marked as NS (not suitable for charging) in Genero and added to the spreadsheet, together with the reason
	Finance and IT Director
	

	Section 106 agreements
	List of schemes where S106 agreement reduces valuation, and equivalent spreadsheet of Genero references
	P\Dev\Development S106’s 

..\..\..\..\Finance\Treasury\Loans\Security\CTX Loan database\Units with values restricted to EUVSH.xls
	Head of New Business updates the word document as necessary when a S106 agreement is finalised, and files an electronic copy of the S106 agreement.  Also sends copy of the update to the Finance & IT Director.
Once month before handover, Head of New Business and Development Manager agree which units have a restricted valuation, and send the list to the Finance & IT Director. Finance & IT Director updates the spreadsheet.


	Head of New Business
Development Manager

Finance & IT Director


	


Note 1 – No title deed number is held where Hexagon is not the freeholder eg for short-life properties leased from another landlord

4 Records of financial assets

	Record
	Where held
	Main report (for asset register purposes)
	How updated 
	Officers responsible
	Controls

	Rent arrears by tenancy
	Genero
	Rent arrears by patch  (reporting services report)

Genero arrears by tenant 
	Finance transaction processing team runs rent debits, processes adjustments and post receipts
	Finance Team Leader
	Rent processing controls

	Other business debts
	SUN sales ledger
	Aged debtors report
	Finance transaction processing team send out regular invoices as per budget or other agreements, ad hoc invoices as requested, and posts receipts
	Finance Team Leader
	Sales ledger controls, review of budgets by budget holders.

	Cash by bank account
	SUN
	Balance sheet report
	Payments and receipts recording processes in Finance.
	Finance Team Leader
	Monthly bank reconciliations

	Cash deposited as loan security
	SUN
	Balance sheet report
	Payments and receipts recording processes in Finance.
	Finance Team Leader
	Annual reconciliation with lender records

	Investment loans to Horniman
	SUN
	Balance sheet report
	Payments and receipts recording processes in Finance.
	Finance Team Leader
	Quarterly reconciliation of intercompany accounts.


5
records of liabilities – loans and derivatives
	Record
	Where held
	Main report (for asset register purposes)
	How updated 
	Officers responsible
	Controls

	Balance on loan
	Loancurrent spreadsheet
	..\..\..\..\Finance\Treasury\Loans\Manacs\loanportfolio  current.xls
	New loan facilities added by Finance & IT Director

Updated by Senior Accountant when loans drawn or repaid.
	Finance & IT Director

Senior Accountant
	Reconciled to SUN accounts quarterly. 

Reconciled to lender audit returns annually.

	Current interest terms
	Loancurrent spreadsheet
	..\..\..\..\Finance\Treasury\Loans\Manacs\loanportfolio  current.xls
	Updated by Finance & IT Director if loan terms change.
	Finance & IT Director
	

	Date of next repayment
	Loancurrent spreadsheet
	..\..\..\..\Finance\Treasury\Loans\Manacs\loanportfolio  current.xls

	Updated by Senior Accountant at each repayment.
	Senior Accountant
	Reviewed by Finance & IT Director quarterly.

	Loan agreement and related side letters
	Electronic copies on P drive
	Finance\Treasury\ Loans\ Asset Register-loan documentation
	Signed copies of new loan agreements or changes agreed by side letter filed electronically 
	Finance & IT Director
	

	Derivative agreements & relevant related side letters
	Electronic copies on P drive
	Finance\Treasury\ Loans\ Asset Register-loan documentation
	Signed copies of new derivative agreements or changes agreed by side letter filed electronically 
	Finance & IT Director
	

	Mark to market values of derivatives
	Loancurrent spreadsheet

Mark to market spreadsheet
	..\..\..\..\Finance\Treasury\Loans\Manacs\loanportfolio  current.xls
..\..\..\..\Finance\Treasury\Loans\Derivatives\General\Mark to market trend.xls
	Updated once a quarter for all counterparties 

Updated weekly for Barclays, monthly for Lloyds
	Finance & IT Director

Senior Accountant


	Audited at year end


6
Other liabilities
	Record
	Where held
	Main report (for asset register purposes)
	How updated 
	Officers responsible
	Controls

	Invoices approved but not yet paid
	SUN purchase ledger
	Purchase ledger listing - Hexagon
Purchase ledger listing -Horniman
	Payment processes
	Finance Team Leader
	Payments processing controls

	Work completed but not yet invoiced
	SUN accruals account
	Balance sheet report and monthly accruals list
	Budget holders provide accruals as part of monthly finance processes
	Finance Team Leader
	Budget holder review of monthly management accounts

	Guarantees given 
	No guarantees have been given
	
	
	
	

	Property leases
	See under property assets in section 3 above
	
	
	
	

	Current development contracts 
	Sequel
	Cash flow forecast
	Monthly exchange of data between SUN and Sequel, reviewed by development project officers to agree to contract sum and likely spend profile.  
	Development Project Officers
	Any changes in spend summarised in monthly cash flow report to Risk Appraisal Panel

	Other current contracts over £100k
	Contract summary
	..\..\..\..\_Hexagon\Managers\Asset register for Contracts over 100K\Asset Register - for over 100K value.xls
	Officers provide details of any new contract over 100k. Ditto when such a contract completes.
	All Managers
	Annual check from payments records to contract summary.

	Pension deficit liabilities
	Spreadsheet of payments due by year
	P:\Finance\Treasury\Loans\Asset register - loan documentation\Pension deficit liabilities.xlsx
	SHPS notify any changes needed following actuarial reviews
	Finance & IT Director
	Checked against the annual notification from SHPS


Appendix A
Extract from HCA Code of Practice relating to asset and liabilities



Paragraph 2.5.a) of the Standard requires registered providers to maintain a thorough, accurate and up to date record of their assets and liabilities and particularly those liabilities that may have recourse to social housing assets. 
30 The primary purpose of this requirement is to ensure that registered providers understand their housing assets and security position and have swift access to this information in relation to decision making and risk management. Such information needs to be readily available in the event of a potential or actual failure of the registered provider. This will enable the Regulator to draw up resolution strategies and aid a potential rescuer to value the social housing assets. The asset and liability register should contain sufficient information to enable a potential buyer to accurately price the value of the business and/or the value of the social housing assets in the event of distress.
31 It is for registered providers to ensure such information is accurate and up to date. They should be able to produce an overview for the Regulator at short notice. The records need to cover the breadth of the registered provider’s activities (including activites carried out in subsidiaries, joint ventures and SPVs) and identify its assets and liabilities. The Regulator does not prescribe the format of such records. The approach taken is likely to vary according to the size and complexity of the registered provider. The Regulator expects that a registered provider’s board will oversee the maintenance of these records and that they are readily reconcilable and regularly reconciled. 
32 Asset records should clearly identify social housing assets and where these assets are encumbered. Such records would normally include, but are not limited to, treasury arrangements, key contracts, title information and any restrictions on that title (for example planning obligations, charitable or other restrictions), valuations, stock condition and lender covenants. 

33 Registered providers should consider and record their liabilities in the widest context. The Regulator considers the liabilities considered should include items which relate directly to the social housing assets and those which might have an impact on the business as a whole. This may include, but is not limited to: 

·  loans including borrowing from other group companies or related undertakings 

· Guarantees, indemnities etc including those provided to subsidiaries and SPVs, whether secured or unsecured
· Leases, sale/lease and leaseback transactions
· Mark-to- market exposures on derivative positions 
· cross default provisions (for example, a provision in a loan agreement which provides that a default on one loan agreement gives rise to a default on another one, including where these potentially cross between entities) 

· a duty or responsibility that obligates the entity to another, leaving it little or no discretion to avoid settlement. 

· the potential for any impairment particularly in relation to investments in non-core activities 
34 Within group structures, boards should ensure that they have a full understanding of where liabilities exist between all entities (both registered and unregistered). This should include understanding of how a failure in one part of the group may affect other members of the group. Registered providers in a group should ensure they have an appropriate methodology to model and communicate the impacts of risks crystallising in one entity on the other entities within the group, in particular where there would be recourse to social housing assets. 
