Rani Doyle		BSBFIA301 Maintain financial records

Skills and Knowledge Activity 

*Please note* some of these questions I could not answer as I do not have the authority to obtain the required information for privacy reasons from the company. I have answered as many as I can. 

1. Explain the principles of double entry bookkeeping.

The principle of double entry bookkeeping is an accounting transaction is recorded, one account is debited and another account is credited they must be equal amounts.

2. Describe accrual accounting.

A system of accounting that recognizes debits and matches it with the credits that generated that revenue. Accrual accounting debits and credits in the order in which they are received, the accrual accounting only considers what credits generate what income, even if payments have not actually been made.


3. Define creditors and debtors.

Creditors and debtors are often referred to as the customer / supplier relationship within accounting. Creditors are who the organisation owes money to and Debtors are customers or purchasers who owe money to the organisation. 


4. 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.


5. Give examples of your organisational and legislative requirements that you considered along with relevant legal policies.


6. 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 fulfil 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.

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



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















































Major Activity 


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

Designated timelines, Guidelines for reconciling journals, OHS Policies, Procedures and Programs, Procedures for totalling adjusted journals, Quality assurance and/or procedures manuals, Resolution and Security procedures should be considered.

Ensure that a hardcopy of all financial records be kept for 7 years.

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

A discrepancy is an unintentional error that will leave the figures within your organisation’s accounts unmatched. Referral of the discrepancy will be to the designated person in accordance with the organisational and legislative requirements, who could be the bank, line manager, supervisor, organisation’s authorisations department or stator body.

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

Credit is subtracting to account (negative) and debit is adding to account (positive). An example of this is the balance of the account is $500 and a deposit or payment was made of $200 then this would be classed as a debit to the account therefore it would be added to the account being a positive and the balance of the account would be ($500 + $200) $700. Then with this balance of $700 there was a purchase made for goods for the amount of $100 this would be a credit to the account being a negative and the balance of the account would be ($700 - $100) $600.


4. Construct a diagram that demonstrates how a general ledger works.
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5. Demonstrate the process in which transactions are posted into the general ledger.

The process of posting transactions into the general ledger is upon the entries being developed they are then posted into the general ledger, ensuring all entries can be tracked a later date and ensuring all amounts, dates, details, references are entered accurately, noting if the entry is a debit or credit.


6. [bookmark: _GoBack]Outline the differences between accounts payable and accounts receivable. How are they both reconciled with the general ledger?

Accounts payable is money owed by the organisation to its supplier, this is a liability.
· Accounts Payable is reconciled by Checking that the ending accounts payable account balance in the general ledger matches the aged accounts payable detail report. These should be taken from the current period. If they don’t match, earlier periods may need to be reconciled before tackling the current period.

· 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.

· 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.

Accounts receivable is a claim for payment from an organisation to its customer for goods the organisation has supplied.

Accounts receivable is reconciled by matching of detailed amounts of unpaid customer billings to the accounts receivable total stated in the general ledger is the process of reconciling accounts receivable


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

The process in preparing a trial balance is as follows:
· At the end of an accounting period, all ledger accounts are closed.
· Ledger balances are posted into the trial balance.
· Errors are identified as the trial balance is conducted.
· In order to agree the trial balance totals temporarily until any corrections are accounted for, a suspense account is created. 
· By posting corrective entries, the errors that were identified earlier are rectified.
· Any adjustments needed at the period end that have not been previously accounted for are incorporated into the trial balance.

The process in developing a trial balance is as follows:
A worksheet with three columns needs to be prepared
· Account titles 
· Debits
· Credits
These columns need to be filled in
The debit and credit columns need to be totalled
The totals need to be compared.




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

Legal policies – cash flow statement should be kept as a hardcopy for 7 years.

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

Privacy Act - Privacy is governed by the Privacy Act 1988 (Privacy Act), which regulates the handling of personal information.

You cannot disclose any personal information that customers might give your organisation when purchasing supplies. 

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

The possible designated timelines when following-up outstanding accounts are as follows:
· By month end
· Monthly
· Within agreed period
· Within organisational and legislative deadline.

11. Outline how to check payment documentation. 


When checking payment documentation you must ensure the accuracy of the documentation and check for the following:
· 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.
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