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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: 		_____Gemma Martin____________________________________________
Address:	_______28-30 Whitaker Rd, Cedar Grove                ____________________
		_____________________________________________________________
Email:		___gemevem@hotmail.com_____________________________________
Employer:	___RHM Building Innovations______________________________________
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?

The money coming in and out of the business, from customers and suppliers and Money spent within the business.





Define debtors/creditors.

Debtors owe the business money and the business owes creditors/suppliers money.





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


Reconciling keeps the records up to date and accurate. 




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

BAS, PAYG & Superannuation
Legal, organisational and legislative policies
OHS Policies












[bookmark: _Toc416721028][bookmark: _Toc399315687]
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.

Wrong figures are entered or something was missed, causing wrong information. 

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

What sort of discrepancy is it? 
How could I fix it?

If the discrepancy needs referring over to designated person, who may that be?
 
The Supervisor
Bank
Line Manager


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.




















[bookmark: _Toc416721029]Activity 1C
	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?

One Account is debited, another is credited – both transactions have to be equal.



Outline the difference between credit and debit transactions.

Credit transactions decrease and debit transactions increase 

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

$1700

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

$300

Explain the process of journalising.

Entering the transactions with their dates and allocating them to their appropriate accounts. 



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

· Asset
· Liability
· Equity
· Expense
· Income












[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 register of the company’s financial information.



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

Examples: Assets, Capital Accounts, Liabilities, Income and Expenses




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


	[bookmark: _Toc416721031] 
	 
	 
	 
	 
	 
	 

	RHM Building Innovations

	RHM Services Pty Ltd

	117 Mt Lindsay Hwy

	Gleneagle  Qld  4285

	 

	General Ledger [Summary]

	1/04/2019 To 15/04/2019

	 
	
	
	
	
	
	 

	Account No.
	Account Name
	Beginning Balance
	Total Debit
	Total Credit
	Net Activity
	Ending Balance

	 
	
	
	
	
	
	 

	1-1110
	Cheque Account
	500 
	500 
	500 
	0 
	500 

	1-1200
	Trade Debtors
	 
	 
	 
	 
	 

	1-1810
	Work In Progress
	 
	 
	 
	 
	 

	1-1960
	Voluntary Withholding Credits
	 
	 
	 
	 
	 

	1-2210
	Improvements at Cost
	 
	 
	 
	 
	 

	1-2220
	Improvements Amortisation
	 
	 
	 
	 
	 

	1-2810
	Equipment at Cost
	 
	 
	 
	 
	 

	1-3100
	Motor Vehicles at Cost
	 
	 
	 
	 
	 

	1-3110
	Less Accumulated Depreciation
	 
	 
	 
	 
	 

	2-1130
	RHM ANZ Visa
	 
	 
	 
	 
	 

	2-1200
	Trade Creditors
	 
	 
	 
	 
	 

	2-1410
	Payroll Accruals Payable
	 
	 
	 
	 
	 

	2-1420
	PAYG Withholding Payable
	 
	 
	 
	 
	 

	2-1430
	Superannuation Payable
	 
	 
	 
	 
	 

	3-1100
	Owner's/Sharehldr Capital
	 
	 
	 
	 
	 

	3-1200
	Owner's/Sharehldr Drawings
	 
	 
	 
	 
	 

	4-1000
	Contract Revenue
	 
	 
	 
	 
	 

	5-1020
	Materials
	 
	 
	 
	 
	 

	5-1040
	Equipment Hire
	 
	 
	 
	 
	 

	5-1050
	Council Permits
	 
	 
	 
	 
	 

	5-1080
	QBCC Insurance
	 
	 
	 
	 
	 

	5-1090
	Phone
	 
	 
	 
	 
	 

	5-1100
	Electricity
	 
	 
	 
	 
	 

	5-1140
	Fuel and Oil
	 
	 
	 
	 
	 

	5-1180
	Tools and Miscellaneous
	 
	 
	 
	 
	 

	5-2100
	Direct Wages
	 
	 
	 
	 
	 

	6-1005
	Accounting Fees
	 
	 
	 
	 
	 

	6-1020
	Bank Charges
	 
	 
	 
	 
	 

	6-1030
	Depreciation
	 
	 
	 
	 
	 

	6-1040
	Amortisation
	 
	 
	 
	 
	 

	6-1060
	Office Supplies
	 
	 
	 
	 
	 

	6-1070
	Subscriptions
	 
	 
	 
	 
	 

	6-1080
	Advertising
	 
	 
	 
	 
	 

	6-1085
	Entertainment
	 
	 
	 
	 
	 

	6-1090
	Motor Vehicle Expenses
	 
	 
	 
	 
	 

	6-5000
	Insurance
	 
	 
	 
	 
	 

	6-5110
	Staff Amenities
	 
	 
	 
	 
	 

	6-5111
	Staff Training
	 
	 
	 
	 
	 

	6-5120
	Superannuation
	 
	 
	 
	 
	 

	6-5130
	Wages & Salaries
	 
	 
	 
	 
	 

	6-5140
	Workers' Compensation
	 
	 
	 
	 
	 

	6-6010
	Rent
	 
	 
	 
	 
	 

	6-6090
	Electricity
	 
	 
	 
	 
	 


Activity 2B
	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.

A transaction is when you buy or sell, receive or give money.




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.



Minimum of 6 Columns; Date, Reference Number, Description, Debit, Credit and Running Balance.










[bookmark: _Toc416721032]Activity 2C
	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?

Reconciliations are necessary for keeping the account transactions up to date and accurate. 




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

Matching the combined Trade Creditors against the Accounts Payable with the general ledger.

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

Matching the combined Trade Debtors against Accounts Receivable with the general ledger.




[bookmark: _Toc416721033]Activity 2D
	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?

Trial Balance is a list of closing balances of ledger accounts on a certain date and is the first step towards the preparation of financial statements




Why carry out a trial balance?

Trial balance ensures that for every debit entry recorded, a corresponding credit entry has been recorded in the books. If the totals of the trial balance do not agree, the differences may be investigated and resolved before financial statements are prepared.


Draw an example of a trial balance.
	RHM Building Innovations

	RHM Services Pty Ltd

	
	
	
	
	
	

	Gleneagle  Qld  4285

	 

	Trial Balance

	April 2019

	 
	
	
	
	
	 

	Account Name
	Debit
	Credit
	YTD Debit
	YTD Credit
	 

	 
	
	
	
	
	 

	Cheque Account
	 
	 
	 
	 
	 

	Trade Debtors
	 
	 
	 
	 
	 

	Bond Gleneagle office
	 
	 
	 
	 
	 

	Inventory - Materials
	 
	 
	 
	 
	 

	Work In Progress
	 
	 
	 
	 
	 

	Equipment at Cost
	 
	 
	 
	 
	 

	Equipment Accum Dep
	 
	 
	 
	 
	 

	RHM ANZ Visa
	 
	 
	 
	 
	 

	Trade Creditors
	 
	 
	 
	 
	 

	GST Collected
	 
	 
	 
	 
	 

	GST Paid
	 
	 
	 
	 
	 

	Payroll Accruals Payable
	 
	 
	 
	 
	 

	PAYG Withholding Payable
	 
	 
	 
	 
	 

	Superannuation Payable
	 
	 
	 
	 
	 

	Commercial Construction
	 
	 
	 
	 
	 

	Residential Construction
	 
	 
	 
	 
	 

	Materials
	 
	 
	 
	 
	 

	Equipment Hire
	 
	 
	 
	 
	 

	Fuel and Oil
	 
	 
	 
	 
	 

	Tools and Miscellaneous
	 
	 
	 
	 
	 

	Drafting
	 
	 
	 
	 
	 

	Travelling Expenses
	 
	 
	 
	 
	 

	Subcontracts
	 
	 
	 
	 
	 

	Council Permits - Residential
	 
	 
	 
	 
	 

	Direct Wages
	 
	 
	 
	 
	 

	Accounting Fees
	 
	 
	 
	 
	 

	Bank Charges
	 
	 
	 
	 
	 

	Consultancy
	 
	 
	 
	 
	 

	Office Supplies
	 
	 
	 
	 
	 

	Subscriptions
	 
	 
	 
	 
	 

	Repairs & Maintenance
	 
	 
	 
	 
	 

	Insurance
	 
	 
	 
	 
	 

	Staff Amenities
	 
	 
	 
	 
	 

	Staff Training
	 
	 
	 
	 
	 

	Wages & Salaries
	 
	 
	 
	 
	 

	Workers' Compensation
	 
	 
	 
	 
	 

	Other Employer Expenses
	 
	 
	 
	 
	 

	Rent
	 
	 
	 
	 
	 

	Electricity
	 
	 
	 
	 
	 






[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?

Money coming in and out of the business.


Give examples of ways to increase cash flow.


Pay bills slower- (have accounts with suppliers) 
Have shorter terms for debtors Invoices 
Reduce expenses
Invest

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

Operating Activities, Investing Activities and Financing Activities.

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

Balance sheet and income statement


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

Our organisation draws from its weekly budget with accurate/fixed data and forecast data. The cost of goods and services, through receipting supply the cash flow balance.



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

Payments need to be made within terms of trade to suppliers & debtors must be advised of monies owed according to terms set out by the organisation. These terms must be fair & just.








[bookmark: _Toc416721035]Activity 3B
	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.


· Cash
· Credit or Debit Card
· Direct Debit
· Cheque
· Eftpos
· Paypal 
· Bartercard



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

· Issue correct detailed Tax Invoices to clients & payment receipts sent
· Suppliers must issue Tax Invoices with the appropriate specific details that can be matched up to internal orders.


[bookmark: _Toc416721036]Activity 3C
	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.

Invoice Due dates 



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

Have it clear in the starting contract.
Send Invoices Quickly
Follow up

Name three things that are crucial in a collection strategy.

Timing, accuracy and repetition


Give examples of steps within the collection process.

Assign Overdue invoices
Issue Statement/Letter
Direct contact 
Make payment arrangements
Refer to collection agency



[bookmark: _Toc416721037]Activity 3D
	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?

Tax invoice to be correct
Tax invoice matches purchase order
Suppliers statement matches all invoices

Describe the process of sending payment documentation.

Once supplier accounts have been approved for payment & they are paid a remittance slip is emailed to the accounts department for their information.




[bookmark: _Toc416721038]
Skills and Knowledge Activity
	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.

Double entry book keeping requires a debit & a credit entry for each transaction 
Ie. Joe puts $1000 into his business would be shown as

Owners Capital 1000.00   Credit
Bank A/C            1000.00   Debit

The above increases both the owners Capital & the bank account balance.

Describe accrual accounting.

We use cash accounting in my workplace.  But accrual accounting is when transactions are made like a customer is invoiced or a supplier invoice is entered into the system, it is reportable for BAS even though money has not changed hands yet.

Define creditors and debtors.
Creditors are our suppliers that we owe money to & Debtors are our customers that owe us money.

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.

It is a requirement in business to maintain records for all transactions carried out within the business including all sales, purchases & payroll details.  Recording these transactions is important for the business to monitor its progress & is also required by law. All records should be kept for a minimum of 7 years.

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.

Match a purchase order to a suppliers invoice for accuracy before entering into MYOB, making sure the invoice contains the correct business details, the purchase quantity & price is correct & company details are included.

Generate Customer invoice from job file at appropriate progress stage of the job, making sure to include full customer details & details of the payment request. Ie progress payment due on completion of concrete slab.

2. What is a discrepancy? Who may you need to refer it to?
A discrepancy can occur for many reasons & a common example would be when a dollar amount has been entered incorrectly ie. $1565 entered as @ $1655 or an invoice could be raised against the wrong customer name. A cash flow discrepancy can happen if an incoming/outgoing payment is made early or late it will affect the expected figures.

3. Outline the difference between credit and debit transactions. Using positive and negative numbers, give an example of this difference.
A debit transaction from a customer will increase the funds in our account & a credit transaction in form of a payment to a supplier will decrease the funds in our account.

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

[image: Image result for diagram that demonstrates how a general ledger works]
5. Demonstrate the process in which transactions are posted into the general ledger.

[image: Image result for 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?
Accounts payable is made up of monies owed to suppliers & the combined total of Accounts payable needs to match the Trade Creditors ledger.

Accounts receivable is made up of monies owed by our customers & the combined total of Accounts Receivable needs to match the Trade Debtors ledger.

7. Explain the process of preparing and developing a trial balance.
Once all financial transactions have been posted to the individual journals and they  summarised in the general ledger, a trial balance is prepared to verify that the debits equal the credits on the chart of accounts. The trial balance is the next step in the accounting cycle. 

8. Choose an organisational and legislative requirement and describe how a cash flow statement can consider it.
By monitoring the cash flow we are able to monitor & allow for payments that are required on set dates to meet our commitments. Payments to the ATO, Super, Suppliers etc

9. Choose an organisational and legislative requirement and outline how you would make or receive a payment in accordance with it.
An organisational requirement would be to pay wages every Wednesday to staff, this is managed by receiving the employees timesheets in time to be able to process the pays accordingly, allowing us to meet the weekly pay schedule.  It is also a legislative requirement to pay wages when due & associated costs such as super & payg. We also use one touch payroll through MYOB which sends payroll details straight to the tax office.
10. What are the possible designated timelines when following-up outstanding accounts?
For Accounts receivable we have a COD policy for most of our accounts unless special arrangements are made prior to contract.  If an account is not paid within 2 days of our general terms the supervisor will make a reminder call to the client taking note of the advised payment date that has now been set.  If the payment is still not met by the revised date a follow up called is made along with the invoice being recent for their records as an outstanding payment reminder.  If the payment is not made within a reasonable time the account will be forwarded to a debt collector for follow up. This is not something that we have been required to do.

11. Outline how to check payment documentation. 
Accounts Payable documentation is checked for compliance with the Tax office & needs to state that it is a tax invoice, show the suppliers name, address & contact details, ABN & all of these details are required for the debtor as well as the creditor for invoices over $1000.  Invoices also need to state clearly what the purchase is & the gst amount.





image3.jpeg
Credit Debit Credit Debit
for for for for
Increase 'Decrease  Decreaselincrease Decreasel Increase

Debit  Credit Debit  Credit Debit  Credit





image3.gif
Cash

Payments
Journal Financial Reports

Cash

Receipls

Joumal Balance Sheet

Proft&.Loss

Puthases.
Joumnal

-
Sales
Journal





image4.png
GENERAL JOURNAL

Date | Accounttitle and explanation Debit | Credit
2015
Jan. 15 | Cash 25,000
Sales 25,000
(Sold goods for cash)
GENERAL LEDGER

Cash
115 25,000 <

Sales

175 25,000





image1.png




image2.jpg
Credit Debit Credit Debit
for for for for
Increase 'Decrease  Decreaselincrease Decreasel Increase

Debit  Credit Debit  Credit Debit  Credit





