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Candidate Details
[bookmark: _Toc428525672]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: _Toc428525673]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:		________________________________________________________
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Activities
[bookmark: _Toc428525675]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?

A source document is created whenever an organisation completes a financial transaction. It is evidence the transaction occurred and can back up further documents. Without source documents, an organisation cannot prove it didn’t fabricate or change the details of a transaction.

2. What discrepancies may you find?

Discrepancies may include:

· Changes in amounts
· Errors involving the parties
· Incorrect payments
· Incorrectly recorded entries in a ledger
· Changes in dates.
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Activity 1B
	Estimated Time
	25 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?

Transactions that you may have to record include:

· Sales
· Purchases
· Expenses
· Transfers
· Interest revenue or charges
· Payments received and collected
· Returns
· Withdrawals of cash.

2. Balance the entry below.

	Account
	Debit
	Credit

	Expenses
	$600
	

	Wages
	$1,200
	

	Bank
	
	



$1,800 should be recorded in the Bank’s credit column in order to balance the entry.

3. Research how legislation would affect keeping accounts in your organisation.

The learner may choose to research:

· Privacy laws
· Competition laws
· National Consumer Credit Protection Act
· Industry codes of practice
· E-payments laws
· Accounting standards
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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?

Bank reconciliation ensures that separate records don’t conflict with each other. It proves the accuracy of the accounts and identifies differences between the organisation’s bank statement and the amount in its accounts. 

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

Reasons could be:

· Errors in accounting (either on the company or the bank’s part)
· Cheques that haven’t been processed
· Deposits in transit.

3. What should a bank reconciliation statement include?

The statement should include the reason for any errors, and whether the figures in the statement and journal should now agree. 
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	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?

They should be recorded in January, when the expense is encountered. 

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

	
	



$150 should be recorded as debit under cash and credit under accounts receivable. 

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

It is a high activity account, so should be reconciled often (such as monthly.)

4. What is an asset? Give examples.

Assets are the company’s worth and represent what the company owns. They can include:

· Equipment
· Machinery
· Office equipment
· Items which are used up within the financial year
· Items that can be sold (e.g. stock, components)
· Cheque accounts
· Money owed to the company.
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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?

Check it against supporting documents such as the invoice and the creditor agreement. If you can prove there are errors, contact the supplier with evidence. You may also wish to check previous statements for errors. 

2. How would you approve payment for a supplier’s invoice?

Once you believe it is correct, provide it and any supporting evidence to an employee in your organisation who can authorise payment. If it is above a certain amount, it may need to be escalated even higher to be approved. 
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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:
	



The invoice should look like this:

	Invoice

	Description
		Amount

	Balance at start of month:
	$20

	Product X
	$46

	Product Y
	$98

	Late fees	
	$0

	Total balance:
	$164



2. What should you do with reconciliation errors you can’t find?

Check your organisational policies for advice. It will likely advise you to record it under ‘reconciliation discrepancies’. Do this before preparing the final account. When discrepancies are located later, the amount can be corrected. 
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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?

They show the transaction history for each customer the business is owed money by. The sub-ledger (also known as the sales ledger) breaks debt down by customer, including their transactions, invoices, credit notes and receipts. 

2. Why is CRM software useful?

It records all of the company’s communication with a customer in one place, reducing confusion and increasing customer service. This makes it easier for multiple employees to deal with the customer and to recover money. 

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.

The learner should be polite with the customer and take the customer’s circumstances into account. Confirm the resolution or any more steps you will take. If necessary, make arrangements for goods to be exchanged, invoices to be correct, ect. 
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	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.

The learner should show a thorough understanding of all topics and the ability to reconcile ledgers, identify errors and keep records. If they do not have access to any financial records, provide examples they can use.
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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 – you should let the learners know whether they will complete it during class or in their own time.
Completed answers should be attached to the workbook.
They must individually, answer the following questions in full to show their 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.

Answers may include:

· Check for mistakes using source documents such as invoices, cheques or receipts
· Refer errors/discrepancies for resolution with the appropriate person
· Understand how to write double-entry records in ledgers
· Understand legislation that affects the company
· Total journals when necessary.

2. Explain the process of preparing bank reconciliation statements.

To prepare a statement:

· Obtain the most recent bank statement and current ledger
· Look for entries that don’t appear in both. These could be deposits in transit or outstanding cheques
· Identify errors and determine which is the correct record using source documents
· Identify any other items that don’t appear in both and investigate them
· Record the original bank balance and list reasons they don’t match. 
· If the figures still don’t agree, repeat the process.
· Prepare a statement to show where the ‘missing’ money was.

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

Accrual accounting is recording expenses when they are incurred rather than when they are paid. 

For example, the company purchases supplies in January. This is debited to accounts receivable and credited to revenue.

	Account
	Debit
	Credit

	Accounts receivable
	$750
	

	Revenue
	
	$750



When the company pays for the supplies (for example, a few months later), the same amount is debited from cash and credited to accounts receivable. 

	Account
	Debit
	Credit

	Cash
	$750
	

	Accounts receivable
	
	$750



All entries should balance and be consistent with each other. 

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

Reconcile the statement with your accounts payable ledger. If the balances don’t match, compare it against invoices, remittances, discount information and purchase orders to look for errors or discrepancies. If the statement refers to invoices you have no record of, ask for copies of the invoice with an authorised person’s signature.

If you find errors, contact the company with this information. Use evidence to show the mistake and the true amount you owe. 

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

Using previous invoices and source documents, create a statement showing: 

· The balance of the account at the start of the month
· Any additional purchases they have made
· Any payments received
· Adjustments for missed payments
· The balance that is currently owed
· A due date.

Check for errors against previous invoices and rectify any discrepancies. If this isn’t possible, list it under ‘reconciliation discrepancies.’ 

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

Answers may vary, including: 

· Ensure all their information is recorded correctly in the accounts receivable ledger system
· Use the system to generate aged-analysis reports, which will tell you when payments are/were due
· Follow up outstanding accounts with statements 
· Use CRM software to record all communication with the customer
· Offer discounts for early payment and penalties for late payment
· Find out the reason for late payments. Try to negotiate it a conclusion, and confirm it in writing
· If the customer has a dispute, negotiate with them and make arrangements for any relevant compensation/replacements
· Monitor a customer’s credit rating to ensure they can pay
· Consider offering different credit terms, such as longer payment or payment in stages.
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