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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: 		Rani Doyle
Address:	94 Bald Hills Road
		Bald Hills
Email:		rani_doyle@hotmail.com 
Employer:	Securcom
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
[bookmark: _Toc416721026]Activities
[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?

Basic Records such as book keeping or entering data into software can be kept to track the company’s expenses.  





Define debtors/creditors.

Debtors’ and creditors’ are often referred to as the customer/supplier relationship within accounting.





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

By reconciling debtors’ and creditors’ evens out the organisation’s figures by making sure that all money that is owed to the company is paid. 





Give examples of the organisational and legislative requirements that financial records should be kept in accordance with.

Basic Legislative requirements that an organisation must keep a record of should be: 
· A cash book or financial accounting program 
· Employment records 
· Bank accounts
· Sales records 
· Proof of purchases
· Occupational training records 
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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.

A discrepancy is an unintentional error that leaves the figures within your organisation’s accounts unmatched



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

Questions you should ask yourself when correcting a discrepancy should be: 
· What type of discrepancy is it? 
· How can it be fixed? 
· Do the financial records need to be revised?



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

Designated personnel that a discrepancy may need referral to may be: 
· The Bank
· Line management
· Organisation’s authorisations department 
· Statutory body 
· Supervisor 




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?

Double-entry bookkeeping occurs whenever an accounting transaction is recorded, one account is debited and another account is credited. 


Outline the difference between credit and debit transactions.

A credit transaction you a subtracting from the account. 
A debit transaction you are adding to the account.


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

The organisation’s end balance would be $1700 if I were to debit $700 onto a $1000 starting balance.


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

The organisation’s end balance would be $300 if I were to credit $700 from a $1000 starting balance 



Explain the process of journalising.

Journalising is the process of recording debit and credit transactions promptly according to organisational and legislative requirements. 


All accounts fit into one of five categories; what are these categories?

· Assets
· Liabilities 
· Equity 
· Revenue 
· Expenses 








[bookmark: _Toc416721030]Activity 2A
	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.

A general ledger is a compilation of every financial transaction made throughout the life of an organisation. 

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

Common general ledger accounts may be identified as: 
Balance Sheet accounts 
Assets 
· Petty Cash 
· Office supplies 
· Investments 
Liabilities 
· Accounts payable 
· Accrued wages
· Unearned revenue 
· Accrued income taxes 
Capital accounts 
· Owner’s equity 
· Common stock
· Preferred stock
· Retained earnings

               Income statement accounts 
Income 
· Sales 
· Revenues
· Sales discounts 
· Investment income 
Expenses 
· Purchases 
· Bank charges 
· Insurance 
· Advertising 
 











Draw up an example of how a general ledger may look for your organisation.
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	Debit
	
	
	
	
	
	
	Credit
	 

	Date
	Description
	 
	Amount
	Date
	Description
	 
	Amount
	 

	6-Jan
	Capital
	 
	
	12-Jan
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	Debtors control
	 

	Debit
	
	
	
	
	
	
	Credit
	 

	Date
	Description
	 
	Amount
	Date
	Description
	 
	Amount
	 

	6-Jan
	Capital
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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.

Examples of transactions may be: 
· Commencing business entries
· Correction of posting errors
· Interest expense
· Interest receivable
· Non-cash transactions (e.g. Writing-off depreciation, stock losses)
· Purchase of a fixed asset on credit
· Sale of a fixed asset on credit
· Withdrawal of stock/assets by owner
· Write-off a bad debt.


Demonstrate the process of posting journal entries into T-accounts using a diagram.
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When using the more complicated spreadsheet to complete the process, how many columns should there be? Name each of them.

A more complex spreadsheet will usually include 6 columns: 
· Date
· Explanation 
· Reference 
· Debit 
· Credit 
· Balance
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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?

Reconciling is a necessary process that helps provide a more accurate financial statement. Reconciling proves that balances are correct and the transactions that add up to the end balance are correct.


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

The process of reconciling accounts payable steps as follows: 

1. Check that the ending accounts payable account balance in the general ledger matches the aged accounts payable detail report. If they don’t match, earlier periods may need to be reconciled before tackling the current period.

2. Look at the accounts payable general ledger account and see if any journal entries were made to the account during the current period. If so, these items need to be recorded in a reconciliation spreadsheet. 
3. The ending aged accounts payable report for the current period should be printed. The total amount outstanding from this report should be entered into the reconciliation spreadsheet.
*Additional steps applicable If there is still a variance*
4. Verify that the aged accounts payable report was printed after all posting was completed
5. Verify that the accounts payable journal was properly posted to the general ledger
6. Verify that the general ledger is set to the correct reporting period

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

The process of reconciling accounts receivable with the general ledger is ensuring that the matching amounts of unpaid customer billings to the accounts recievale total that is stated  
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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?

A trial balance is a list of all the general ledger account including the name of the nominal ledger account and its value. 


Why carry out a trial balance?

The purpose of a trial balance is to prove the mathematical equality of debits and credits after posting. The trial balance should be the first step in the preparation of financial statements. 




Draw an example of a trial balance.


	Account Title
	Debit ($)
	Credit ($)

	Debtors 
	4,000
	

	Creditor 
	
	6,000

	Sales
	
	12,000

	Cash 
	1,500
	

	Cost of sales
	5,000
	

	Administration expense
	1,000
	

	Share capital
	
	8,500

	Building 
	15,000
	

	Total
	26,500
	26,500





[bookmark: _Toc416721034]Activity 3A
	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?

Cash flow is the movement of money into or out of an organisation

Give examples of ways to increase cash flow.

Ways to increase cash flow can include: 
· More goods being sold 
· An Asset being sold
· Costs being reduced
· Selling prices increased 
· Money collected faster 
· Money is paid slower 
· More equity is brought in 
· A loan is taken out 

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

The three cash flow statements are: 
· Cash flow from operations 
· Cash flow from investing activities 
· Cash flow from financing activities 

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

Documents that are required before a cash flow statement is carried out include: 
· The most recent balance sheet
· The prior balance sheet
· The most recent income statement
· Any additional notes about transactions within the relevant period.

Choose an organisational and legislative requirement. Outline how it relates to cash flow.

Where the direct method is used to present cash flows
from operating activities, IPSAS 2, encourages disclosure of a
reconciliation of net surplus from ordinary activities to operating cash flows
in the notes to the financial statements. AASB 107 requires cash flows from
operating activities to be presented using the direct method and requires a
reconciliation to profit or loss (or net cost of services, when applicable) to be
disclosed in the notes.
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In relation to your organisation, draw a brief example of a cash flow statement.

	Statement of Cash flow
for the Apr2016

	 
	 
	$
	$

	Bank balance at March2016
	 
	

	add Receipts 
	
	

	 
	sales
	
	

	 
	Bar debtors
	
	

	 
	Monitoring
	
	

	 
	Rebates
	
	

	 
	GST collected
	
	

	 
	
	
	

	 
	
	
	

	 
	
	
	

	 
	 
	 
	

	less Payments 
	
	 

	 
	Admin wages
	
	 

	 
	Tech staff wages
	
	 

	 
	Repairs and maintenance
	
	 

	 
	purchases
	
	 

	 
	Sundry expenses
	
	 

	 
	Furniture and fittings
	
	 

	 
	GST paid
	
	 

	 
	GST remitted to ATO
	
	

	Bank balance at 
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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.

Methods of payments can be Cash, Cheque, Credit Card, Electronic Funds Transfer and Direct Debit














Outline examples of organisational and legislative requirements in relation to making and receiving payments.

When making and receiving payments the organisation and legislative requirements are as follows:

· Maintaining confidentiality of customer information in accordance with the Privacy act 1988
· Compliance with Fair Work Act 2009
· Make and keep records of payments in and out of organisation
· Issuing pay slips for employees
· Keep records for seven years
· Not altering records unless correcting a mistake
· Not including false information
· Ensuring the organisation has the funds to fund outgoing payments before making them
· Including extra relevant information (e.g. tax deductions or additions).
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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.

Examples of designated timelines are as follows:

· By month end
· Monthly
· Within agreed period
· Within organisational and legislative deadline.


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

To minimise the chances of not getting paid the organisation could do as follows:
· Have contracts with clear guidelines
· Establish a process for following invoices up
· Be disciplined – start early
· Understand why a payment could be late
· Do it face-to-face.



Name three things that are crucial in a collection strategy.

Three things that are crucial in a collection strategy are as follows:
1. Timing
2. Accuracy 
3. Repetition



Give examples of steps within the collection process.

· Assign overdue invoices
· Verify allowed deductions
· Issue letters
· Initiate direct contact
· Settle payment arrangements
· Adjust the credit limit
· Monitor payments
· Refer to collection agency
· Sue the customer
· Write of the remaining balance
· Conduct a post mortem.
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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?

· The invoices received from the creditor for any supplies purchased
· The organisation’s statement that validates the purchase 
· The extensions and calculations of the prices and discounts of that purchase
· Quality and quantity of purchase matches that on the order specifications.







Describe the process of sending payment documentation.

· The accurate details are entered into the organisation’s accounts payable system
· Each payment request needs to have the appropriate documentation 
· A signature from the relevant person is required.
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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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