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Candidate Details
[bookmark: _Toc416721024]Assessment – BSBFIA301: Maintain financial records
Please complete the following activities and hand in to your trainer for marking. This forms part of your assessment for BSBFIA301: Maintain financial records.
Name: 		_____________________________________________________________
Address:	_____________________________________________________________
		_____________________________________________________________
Email:		_____________________________________________________________
Employer:	_____________________________________________________________
Declaration
I declare that no part of this assessment has been copied from another person’s work with the exception of where I have listed or referenced documents or work and that no part of this assessment has been written for me by another person.
Signed:		____________________________________________________________
Date:		____________________________________________________________
If activities have been completed as part of a small group or in pairs, details of the learners involved should be provided below:
This activity workbook has been completed by the following persons and we acknowledge that it was a fair team effort where everyone contributed equally to the work completed. We declare that no part of this assessment has been copied from another person’s work with the exception of where we have listed or referenced documents or work and that no part of this assessment has been written for us by another person.
Learner 1:	____________________________________________________________
Signed:		____________________________________________________________
Learner 2:	____________________________________________________________
Signed:		____________________________________________________________
Learner 3:	____________________________________________________________
Signed:		____________________________________________________________


[bookmark: _Toc416721025]Competency Record to be completed by Assessor
Learner Name:		_______________________________________________________
Date of Assessment:	_______________________________________________________
The learner has been assessed as competent in the elements and performance criteria and the evidence has been presented as:
	
	Assessor Initials

	Authentic
	

	Valid
	

	Reliable
	

	Current
	

	Sufficient
	



Learner is deemed: 		COMPETENT		NOT YET COMPETENT (Please circle)

If not yet competent, date for re-assessment:		____________________________________

Comments from Trainer / Assessor:
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Assessor Signature:		________________________________________________________
Observation/Demonstration

Throughout this unit, you will be expected to show your competency of the elements through observations or demonstrations. Your instructor will have a list of demonstrations you must complete or tasks to be observed. The observations and demonstrations will be completed as well as the activities found in this workbook. An explanation of demonstrations and observations:
Demonstration is off-the-job
A demonstration will require:
Performing a skill or task that is asked of you
Undertaking a simulation exercise
Observation is on-the-job
The observation will usually require:
Performing a work based skill or task 
Interaction with colleagues and/or customers
Your instructor will inform you of which one of the above they would like you to do. The demonstration/observation will cover one of the unit’s elements.
The observation/demonstration will take place either in the workplace or the training environment, depending on the task to be undertaken and whether it is an observation or demonstration. Your instructor will ensure you are provided with the correct equipment and/or materials to complete the task. They will also inform you of how long you have to complete the task.
You should be able to demonstrate you can:
1. Maintain daily financial records
2. Maintain general ledger
3. Monitor cash control
You should also demonstrate the following skills:
Reading
Writing
Oral Communication
Numeracy
Navigate the world of work
Interact with others
Get the work done
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[bookmark: _Toc399315686][bookmark: _Toc416721027]Activity 1A
	Estimated Time
	20 Minutes 

	Objective
	To provide you with an opportunity to correctly maintain daily financial records and in accordance with organisational and legislative requirements for accounting purposes

	Activity
	What are the basic records that need to be kept?







Define debtors/creditors.







What is gained by reconciling the debtors’ and creditors’ systems?







Give examples of the organisational and legislative requirements that financial records should be kept in accordance with.
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Activity 1B
	Estimated Time
	20 Minutes

	Objective
	To provide you with an opportunity to identify and rectify or refer discrepancies or errors in documentation or transactions to designated persons in accordance with organisational and legislative requirements

	Activity
	What is a discrepancy? Give an example.






















When correcting a discrepancy, what questions should you ask yourself?






















If the discrepancy needs referring over to designated person, who may that be?




















Role play with a partner:

Imagine you are in charge of your maintaining your organisation's daily financial records and you notice a discrepancy/error in the paperwork. 
The discrepancy in question is that the amount of income recorded in one day is less than the actual amount you count yourself.
You need to inform your supervisor of the discrepancy/error and provide them with the appropriate information. Be aware of any organisation or legislative requirements

You will play the role of the person in charge of financial records. Your partner will play the role of the supervisor.
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	Estimated Time
	20 Minutes

	Objective
	To provide you with an opportunity to accurately credit and debit transactions and promptly enter into journals in accordance with organisational and legislative requirements

	Activity
	What is double-entry bookkeeping?





Outline the difference between credit and debit transactions.




Your organisation’s account balance is currently at $1000.
If you were to debit $700, what would the end balance be?




If you were to credit $700, what would the end balance be?




Explain the process of journalising.













All accounts fit into one of five categories; what are these categories?
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	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to maintain general ledger in accordance with organisational and legislative requirements

	Activity
	Briefly outline what a general ledger is.







Give examples of common general ledger accounts you may come across.







Draw up an example of how a general ledger may look for your organisation.
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	Estimated Time
	20 Minutes

	Objective
	To provide you with an opportunity to post transactions into general ledger in accordance with organisational and legislative reporting requirements

	Activity
	Give examples of what transactions are.











Demonstrate the process of posting journal entries into T-accounts using a diagram.










When using the more complicated spreadsheet to complete the process, how many columns should there be? Name each of them.
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	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to reconcile systems for accounts payable and receivable with general ledger

	Activity
	Why is reconciliation necessary?



Outline the process of reconciling accounts payable with the general ledger.





















Outline the process of reconciling accounts receivable with the general ledger. 
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	Estimated Time
	25 Minutes

	Objective
	To provide you with an opportunity to accurately prepare trial balance from general ledger in accordance with organisational and legislative requirements

	Activity
	What is a trial balance?







Why carry out a trial balance?









Draw an example of a trial balance.
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	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to ensure cash flow is accurately accounted for in accordance with organisational and legislative requirements

	Activity
	What is cash flow?




Give examples of ways to increase cash flow.







A cash flow statement has three sections. What are they?






What documents are needed before a cash flow statement is carried out?






In relation to your organisation, draw a brief example of a cash flow statement.





Choose an organisational and legislative requirement. Outline how it relates to cash flow.
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	Estimated Time
	15 Minutes

	Objective
	To provide you with an opportunity to make and receive payments in accordance with organisational and legislative requirements

	Activity
	Give examples of methods of payments.















Outline examples of organisational and legislative requirements in relation to making and receiving payments.
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	Estimated Time
	20 Minutes

	Objective
	To provide you with an opportunity to collect or follow up outstanding accounts within designated timelines

	Activity
	Give examples of designated timelines.





Outlines ways in which you could minimise the chances of not getting paid.






Name three things that are crucial in a collection strategy.






Give examples of steps within the collection process.
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	Estimated Time
	15 Minutes

	Objective
	To provide you with an opportunity to check payment documentation for accuracy of information and despatch to creditors within designated timeline

	Activity
	What needs checking within payment documentation?



















Describe the process of sending payment documentation.
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	Estimated Time
	45 Minutes

	Objective
	To provide you with an opportunity to demonstrate your knowledge of the foundation skills, knowledge evidence and performance evidence.

	Activity
	Complete the following individually and attach your completed work to your workbook.

The answers to the following questions will enable you to demonstrate your knowledge of:
· Reading
· Writing
· Oral communication
· Numeracy
· Navigating the world of work
· Interacting with others
· Getting the work done
· Key provisions of relevant legislation, codes of practice and national standards that may affect financial record keeping
· Organisational policies and procedures relating to maintaining financial records
· Credits/creditors and debits/debtors
· Principles of double entry bookkeeping and accrual accounting
· Methods of presenting financial data

Answer each question in as much detail as possible, considering your organisational and legislative requirements for each one.

Explain the principles of double entry bookkeeping.


Describe accrual accounting.


Define creditors and debtors.


In relation to your own organisation, use appropriate methods to present your financial data. 
· Describe how you would:
· Maintain your financial records.
· Identify and rectify discrepancies. 
· Maintain the general ledger.
· Prepare a trial balance.
· Account for cash flow.
· Make and receive payments.
Give examples of your organisational and legislative requirements that you considered along with relevant legal policies.


Obtain a copy of your organisation's financial records for the past month and review them.

· Read them over and provide a summary, in writing, of the findings – this is intended to be read by your superiors.
· Explain to the instructor which requirements need to fulfilled with the information, using specific examples from your records.
· Identify any discrepancies and calculate the correct figures.
· Adhere to legislative and organisational requirements for processing and documenting financial records, including confidentiality.
· Use any appropriate digital technologies for accessing, recording, storing, organising and compiling data as required.

Present any written or digital information in a portfolio to the instructor. Ensure it is well structured, comprehensive and easy to understand.



Obtain a copy of your company's financial ledger. Use it to calculate the final balance of your organisation for previous three months.
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	Estimated Time
	1 Hour

	Objective
	To provide you with an opportunity to demonstrate your knowledge of the entire unit.

	Activity
	This is a major activity – your instructor will let you know whether you will complete it during class or in your own time.
Attach your completed answers to the workbook.
You must individually, answer the following questions in full to show your competency of each element:
1. Maintain daily financial records
2. Maintain general ledger
3. Monitor cash control

1. When maintaining daily financial records, outline the organisational and legislative requirements that need to be considered.

2. What is a discrepancy? Who may you need to refer it to?

3. Outline the difference between credit and debit transactions. Using positive and negative numbers, give an example of this difference.

4. Construct a diagram that demonstrates how a general ledger works.

5. Demonstrate the process in which transactions are posted into the general ledger.

6. Outline the differences between accounts payable and accounts receivable. How are they both reconciled with the general ledger?

7. Explain the process of preparing and developing a trial balance.

8. Choose an organisational and legislative requirement and describe how a cash flow statement can consider it.

9. Choose an organisational and legislative requirement and outline how you would make or receive a payment in accordance with it.

10. What are the possible designated timelines when following-up outstanding accounts?

11. Outline how to check payment documentation. 
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