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Candidate Details
[bookmark: _Toc428525867]Assessment – BSBFIA303: Process accounts payable and receivable
Please complete the following activities and hand in to your trainer for marking.  This forms part of your assessment for BSBFIA303: Process accounts payable and receivable.
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: _Toc428525868]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:		________________________________________________________
[bookmark: _Toc360624850][bookmark: _Toc428525869]
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 financial journal systems
2. Prepare bank reconciliations
3. Maintain accounts payable and accounts receivable systems
4. Process payments for accounts payable
5. Prepare statements for accounts receivable
6. Follow up outstanding accounts.


You should also demonstrate the following skills:
Reading
Writing
Oral communication
Numeracy
Navigate the world of work
Interact with others
Get the work done.



[bookmark: _Toc428525870]Activities
[bookmark: _Toc428194649][bookmark: _Toc387668638][bookmark: _Toc398299681][bookmark: _Toc428525871]Activity 1A
	Estimated Time
	15 Minutes

	Objective
	To provide you with an opportunity to check source documents for accuracy and appropriate authorisation and to refer errors and discrepancies in source documents for resolution in accordance with organisational policy and procedures.

	Activity
	1. What is the purpose of source documents and how would you check them for accuracy?


















2. What discrepancies may you find?
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Activity 1B
	Estimated Time
	15 Minutes

	Objective
	To provide you with an opportunity to enter transactions into cash and credit journal system in accordance with organisational policy and procedures and relevant legislation and compliance requirements, and to total credit journals in accordance with organisational policy and procedures.

	Activity
	1. What transactions may you have to record?














2. Balance the entry below.

	Account
	Debit
	Credit

	Expenses
	$600
	

	Wages
	$1,200
	

	Bank
	
	



3. Research how legislation would affect keeping accounts in your organisation.
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Activity 2A
	Estimated Time
	20 Minutes

	Objective
	To provide you with an opportunity to check cash journals against bank statements to identify differences, update cash journals with relevant data from bank statement/s, identify discrepancies and refer to appropriate staff member, organisation or agency, total cash journals in accordance with organisational policy and procedures, and prepare regular reconciliation reports within designated timelines. 

	Activity
	1. What is the purpose of bank reconciliation?











2. What could be a reason for discrepancies between the bank statement and the amount in its account?













3. What should a bank reconciliation statement include?
















[bookmark: _Toc428194652][bookmark: _Toc428525874]Activity 3A
	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to enter transactions into individual accounts payable and accounts receivable in accordance with organisational policy and procedures and accounting requirements, prepare schedules of accounts payable and accounts receivable for reconciliation purposes and in accordance with organisational requirements, and reconcile accounts payable and accounts receivable schedules with journal data or general ledger and in accordance with organisational requirements.

	Activity
	1. If your company buys supplies in January and pays for them in March, when should they be recorded under accrual accounting?

















2. The company spent $150 on supplies. How would it be recorded in March when it pays for them?

	Account
	Debit
	Credit

	Cash
	

	

	Accounts receivable
	

	












3. The accounts receivable ledger is used daily by the company. When should it be reconciled and why?






















4. What is an asset? Give examples.
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Activity 4A 
	Estimated Time
	15 Minutes

	Objective
	To provide you with an opportunity to reconcile accounts payable statements with accounting records and in accordance with organisational policy and procedures, and check payment documentation for accuracy of information and discrepancies and rectify errors in accordance with organisational requirements.

	Activity
	1. What should you do in if you believe there are errors in a supplier’s statement?

















2. How would you approve payment for a supplier’s invoice?
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Activity 5A
	Estimated Time
	20 Minutes

	Objective
	To provide you with an opportunity to produce and check accounts receivable statements for accuracy in accordance with organisational policy and procedures and rectify discrepancies and statements despatched within designated timelines.

	Activity









	1. Complete the customer invoice. 

The customer has ordered Product X for $46 and Product Y for $96. Their balance at the start of the month was $20 and they have no late fees.

	Invoice

	Description
		Amount

	Balance at start of month:
	

	
	

	
	

	Late fees	
	

	Total balance:
	




2. What should you do with reconciliation errors you can’t find?
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	Estimated Time
	40 Minutes

	Objective
	To provide you with an opportunity to maintain accounts receivable ledger system in accordance with organisational requirements and to reflect current credit situation, conduct aged-analysis of accounts receivable to identify outstanding accounts and to determine collection procedures in accordance with organisational requirements, report or follow up outstanding accounts in accordance with organisational policy and procedures, and monitor and review credit terms in accordance with credit policies and procedures. 

	Activity
	1. What is the purpose of accounts receivable ledger systems?











2. Why is CRM software useful?














3. With another learner, role play a scenario in which the customer who owes the company money has a dispute. This could include:

· The product arrived broken
· The billing was incorrect
· The customer is having difficulty paying.

Negotiate it to a satisfactory conclusion.








[bookmark: _Toc428525878]Skills and Knowledge Activity
	Estimated Time
	60 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:
· Accurately enter data into journal and subsidiary ledger system
· Maintain journals and subsidiary ledger systems
· Reconcile subsidiary ledger system with journal or general ledger data
· Complete all tasks in accordance with legal and organisational responsibilities, within scope of own responsibility
· Reading skills
· Writing skills
· Oral communication skills
· Numeracy skills
· Navigate the world of work
· Interact with others
· Get the work done
· List key provisions of relevant legislation and regulations, standards and codes of practice that may affect aspects of financial operations
· Briefly describe the organisational accounting systems and procedures
· Explain how to check for errors or discrepancies
· List and describe tasks that are outside own scope of responsibility.

1. Check the financial records of a client. Reconcile the ledger system to check for errors and deal with any discrepancies. Explain how you would ensure collection of outstanding debt. 

Attach your findings as a report.
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	Estimated Time
	60 – 120 Minutes

	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 financial journal systems
2. Prepare bank reconciliations
3. Maintain accounts payable and accounts receivable systems
4. Process payments for accounts payable
5. Prepare statements for accounts receivable 
6. Follow up outstanding accounts

1. Explain how you would maintain financial journal systems.

2. Explain the process of preparing bank reconciliation statements.

3. Explain how accrual accounting would affect how you recorded accounts payable. Use an example with double-entry bookkeeping.

	Account
	Debit
	Credit

	

	
	

	

	
	




	Account
	Debit
	Credit

	

	
	

	

	
	



4. What would you do to establish whether accounts payable statements were accurate? What would you do if they weren’t?

5. Describe how you would prepare statements for accounts receivable.

6. How would you ensure customers paid their outstanding accounts?
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