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BACKGROUND

The Australian Quality Training Framework (AQTF) requires Registered Training Organisations (RTO’s) to ensure that the following principles and practices are in place in reference to assessments and learning and assessm ent strategies:

Standard 8 of the AQTF Standards for RTO’s effective from 1 July 2005 states that:

8.1
The RTO must ensure that assessments:

I. comply with the assessment guidelines included in the applicable nationally endorsed Training Packages or the assessment requirements specified in accredited courses

II. lead to the issuing of a statement of attainment or qualification under the Australian Qualifications Framework (AQF) when a person is assessed as competent against a nationally endorsed unit(s) of competency in the applicable training package or modules specified in the applicable accredited course

III. are valid, reliable, fair and flexible. 

IV. provide for candidates to be informed of the context and purpose of the assessment and the assessment process

V. where relevant, focus on the application of knowledge and skill to the standard of performance required in the workplace and cover all aspects of workplace performance, including task skills, task management skills, contingency management skills and job role environment skills

VI. involve the evaluation of sufficient evidence to enable judgements to be made about whether competency has been attained

VII. provide for feedback about the outcomes of the assessment process and guidance on future options in relation to those outcomes

VIII. provide for reassessment on appeal

Clause 9 of the AQTF states that:

	9.1
	a) The RTO must develop and implement learning and assessment strategies for each Training Package qualification and accredited course within the RTO’s scope of registration.

b) The assessment strategies in 9.1a must be developed in consultation with enterprises/industry.

c) The learning and assessment strategies referred to in standard 9.1a should identify proposed target groups, learning and assessment methods, assessment validation processes and pathways.

d) The RTO must document the learning and assessment strategies referred to in standard 9.1a on application for registration and on an extension of the scope of registration.


9.2
The RTO must validate its assessment strategies by:

I. reviewing, comparing and evaluating the assessment process, tools and evidence contributing to judgements made by a range of assessors against the same competency standard, at least annually

II. documenting any action taken to improve the quality and consistency of assessment.

PURPOSE OF RESOURCES

These resources are intended to assist RTO’s in ensuring that their assessment policies comply with the AQTF assessment standards.

ASSESSMENT POLICY

The assessment policy of an RTO includes:

· Assessment procedures:

Assessment procedures include the procedures that candidates must follow to be assessed against the performance criteria of a unit of competency or competency units.

· Assessment strategies:

Assessment strategies refer to the number of assessments and the timing of each assessment. Wherever possible performance criteria within a unit of competency or across units of competency should be assessed holistically. In addition the assessment strategy should use at least two assessment tools to verify that competency has been achieved.

Assessment tools:

Candidates must provide evidence of their competence of a candidate by using assessment tools that have been validated by independent third parties.

Assessment exemplars:

Assessment tools should include assessment exemplars that provide a benchmark against which a candidate’s evidence can be compared. These assessment exemplars will ensure that all assessors are assessing fairly and consistently.

Candidates’ rights and responsibilities:

All candidates should be advised in writing of the procedures that they must follow to undertake an assessment, their responsibilities during the assessment, the procedures that will be followed after the assessment, the reporting of the result of the assessment and the candidates right of appeal against an assessment decision.

TRAINING PACKAGES

These resources are suitable to the following FNS04 Financial Services Training Package qualifications:


FNS30304
Certificate III in Financial Services (Accounts Clerical)


FNS40604
Certificate IV in Financial Services (Accounting)


FNS50204
Diploma of Accounting


FNS60204
Advanced Diploma of Accounting

RESOURCES INCLUDED IN THIS KIT

These resources include:

Assessment cover sheet: (Appendix A)

A sample assessment cover sheet that should be attached to assessment instruments submitted by students that meets ANTA requirements.

Validation meetings pro-forma: (Appendix B)

This pro-forma should be used by an RTO to provide evidence of intentions by the RTO to gather student evidence, develop and trial assessment tools, validate assessment tools and document continued review of assessment tools.

Actions and strategies pro-forma: (Appendix C)

This pro-forma can be used by an RTO to document intended courses of actions in respect of developing and improving assessment tools and to document strategies in respect of assessment plans.

Assessment tools compliance documentation: (Appendix D)

For each unit of competency comprising the Financial Services Training Package in Accounting at the Certificate III, Certificate IV, Diploma and Advanced Diploma an assessment tool compliance document has been prepared to enable the RTO to check that the assessment tool(s) used by the RTO assess each and every performance criteria.

Validation report pro-forma: (Appendix E)

An assessment tools validation report that provides evidence that the RTO has obtained appropriate validation of the assessment tools used for each unit of competency.

Assessment validation checklist: (Appendix F)

This checklist will enable RTO’s to ensure that their assessment validation strategies and procedures comply with AQTF requirements.

EVIDENCE

Registered Training Organisations assessing candidates undertaking units of competency in training packages must provide evidence that they can perform the performance criteria listed against each element in each unit of competency.

The evidence provided by the candidate, when matched against the stated performance criteria must demonstrate that the candidate is competent. 

Evidence can be gathered directly or indirectly:

· Direct evidence is evidence that is observed or witnessed and includes observation and oral questioning of the candidate or demonstration by the candidate.

· Indirect evidence is evidence that is provided by the candidate that can be evaluated and assessed. This includes forms of written assessment such as reports, case studies and written examination.

The evidence provided to demonstrate a candidate’s competence should valid, sufficient, current and authentic:

Valid evidence: Evidence is considered valid if it demonstrates performance criteria of a unit of competency.

Sufficient evidence: Evidence is deemed sufficient when it meets all the performance criteria of a unit of competence, is gathered over a period of time and is demonstrated via different direct and indirect methods.

Current evidence: Evidence provided must demonstrate that the candidate can currently perform the most recent version of the performance criteria of a unit of competency.

Authentic evidence: For evidence to be considered authentic it must proven that it is solely that of the candidate.

ASSESSMENT TOOLS

Evidence of a candidate’s competence at meeting the performance criteria can be obtained using a combination of the following assessment tools:

· Written test:

· Case study:

· Observation:

· Portfolios:

· Oral questioning:

· Simulations:

· Projects:

· Demonstrations:

The assessment tools and assessment strategies used to gather evidence of a candidates competence should meet the following assessment criteria:

Validity:

· Assessment tools and strategies are deemed valid if they:

· Are based on realistic workplace activities and contexts.

· Relate directly to the competency unit(s), elements and performance criteria

· Assess the candidate’s ability to meet the performance level required by the competency unit(s).

· Are designed to allow holistic and integrated assessment of performance criteria.

· Use more than one tool to demonstrate competence.

· Are appropriate to the industry in which the performance will be undertaken.

· Have been validated by others who possess the expertise in the unit of competency being assessed.

Reliability:

· Assessment tools and strategies are deemed reliable if they:

· Clearly identify and assess the performance criteria within each element.

· Provide assessment exemplars for use by assessors.

· Provide clear guidelines to ensure assessors make consistent decisions over time.

· Ensure that where more than one assessor is used for multiple parallel assessments the assessment strategy is consistent.

· Provide consistent assessment instructions and procedures for all candidates.

Flexibility:

Assessment tools and strategies are considered flexible if they:

· Allow candidates to negotiate the assessment approach with the assessor.

· Provide an assessment approach that can be adapted to meet the needs of candidates.

· Allow for the recognition of a candidates previous experience.

Fairness:

Assessment tools and strategies are considered fair if they:

· Ensure that candidates are provided with the criteria against which they will be assessed, the methods of assessment, when assessment will occur and when and how they will receive feedback.

· Provide candidates with clear and timely information about assessments.

· Allow candidates to be included in discussions on the timing of assessments and the methods of assessment.

· Clearly document the assessment responsibilities of the candidate.

· Ensure that the language, literacy and numeracy needs of candidates are meet.

· Provide adjustments to the assessment strategy to ensure equity for all candidates without compromising the integrity of the assessment outcomes.

· Provide candidates with feedback and review of the assessment undertaken by the candidate.

· Clearly document the mechanism candidates can follow for appeals against the assessment processes and assessment decisions before an assessment is conducted.

MODERATION

Where a RTO assesses across multi-campuses the RTO should ensure that all candidates are assessed using agreed assessment strategies, policies and procedures that are applied consistently across the campuses.

The evidence provided by candidates undertaking assessment on multi-campuses should be continually moderated to:

· ensure that agreed assessment strategies are being administered

· ensure that agreed marking schemes are being applied

· review the judgements made by assessors

· ensure that acceptable standards are being met by candidates

· provide a review of the assessment policy

Methods of obtaining validation

Validation of the assessment policy (including assessment tools and assessment strategies) of an R.T.O. should be carried out at regular intervals by people or groups of people who are:

· qualified in the area of practice

· currently practising in the industry or a specialist field

· competent in their practise

· external to the R.T.O. thereby providing an impartial evaluation

The validation of the assessment policy of an RTO can be obtained by using:

An industry representative: being an appropriately qualified person currently practising in the industry or a specialist field in the industry. In the accounting industry this could include a member of a professional body such as the Certified Practicing Accountants (CPA) or the National Institute of Accountants (NIA).

An industry panel: being a group of appropriately qualified persons currently practising in the industry or a specialist field in the industry. This includes members of the CPA and NIA.

An assessment panel: comprising a group of qualified assessors who have expertise in a particular area of industry practice.

A specialist network: comprising a group of specialist practitioners experienced and qualified in the delivery and assessment of units of competency in a specialist filed. The Accounting Network – Victoria could be used as such a network.

HOW TO USE THESE RESOURCES? 

These resources encourage an RTO to implement the following phases to ensure compliance with the requirements of the AQTF in relation to validation of assessment:

Phase 1:
Assessment tool compliance check.

This phase requires the RTO to check that the assessment tool(s) used by the RTO to obtain evidence of the competence of a candidate ensure that all the performance criteria listed in a unit(s) of competency are assessed.

Phase 2:
Validation of assessment process.

This phase requires the RTO to obtain validation by an external party of the RTO’s assessment policy for a unit(s) of competency.

Phase 1: Assessment tools compliance check

Step 1:

Establish an assessment panel determine the assessment processes, procedures and assessment tools for each unit of competency. Document an agenda and record minutes for the meeting.

Step 2: 

Using the appropriate Assessment Tool Compliance Document(s) match the assessment tool(s) against each performance criteria listed on the unit(s) of competency.

Step 3:

Where the assessment tools do not adequately assess a performance criteria record the strategy to be undertaken to align the assessment tool(s) with the performance criteria.

Step 4:

When the strategy to align the assessment tool(s) to the performance criteria has been completed return to step 1 and continue the process.

Step 5:

Where it is agreed that the assessment tool(s) adequately assess all performance criteria proceed to the validation phase.

Flowchart of phase 1: Assessment tool compliance check.
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Phase 2: Validation of assessment process.

Step 1:

Establish a validation committee comprising of RTO representative(s) and appropriately qualified and competent industry representative(s). Reach agreement on a validation process and document all decisions.

Step 2:

Validate the assessment policy for each unit of competency. Where the policy is not validated the RTO will have to revisit phase 1 and amend its assessment policy.

Flowchart of phase 2: Validation of assessment process











ASSESSMENT COVER SHEET: (APPENDIX A)

The following Assessment cover sheet could be used by RTO’s when receiving assessment submissions from students. The form requires students to sign off on plagiarism and requires feedback to be provided to students on their assessment.


ASSESSMENT RECORD / FEEDBACK SHEET

FNS30304
Certificate III in Financial Services (Accounts Clerical)

FNS40604
Certificate IV in Financial Services (Accounts)

FNS50204
Diploma in Accounting

FNS60204
Advanced Diploma of Accounting

Name:






Student Number:
Competency Name:
Assessment Task Number and Title
Date Submitted: 

Teacher Name:

· All assessments must be in a neat and readable format.

· Students are required to retain a duplicate of any assignment submitted, both written & disk copy. 

· Please refer to the Institute’s Student Handbook for the Assessment Policy.

· Plagiarism is a breach of Chisholm discipline.  Refer to the Chisholm Diary.

I certify that the work submitted is my own. I have acknowledged material taken from websites, textbooks and articles.

Student Signature:






Date:
Received by:







Date:
FEEDBACK__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Signed (Mentor / Teacher)





Date
Feedback provided by the teacher

Student Signature:






Date
VALIDATION MEETINGS PRO-FORMA: (APPENDIX B)

This form should be used to gather evidence of action(s) taken by the RTO when determining assessment policy, strategies and assessment tools for units of competency.

Where an item is marked as requiring action it should also be recorded on the Actions and Strategies Proforma (Appendix C).


	Summary of Meeting

Date:

Location:

Time:

	Competency Name(s)




Present:

Apologies:

	Item No.
	Item
	Transferred to Action Report

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


ACTIONS AND STRATEGIES PRO-FORMA: (APPENDIX C)

This proforma should be used to identify assessment issues that need to be investigated and determined. Items on the report should be regularly monitored to ensure that they are resolved by the agreed deadline


	ACTION REPORT


Convenor



Group Members


	ACTION 

NO.
	ACTION
	BY

DATE
	STATUS

	Competency unit(s)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


ASSESSMENT TOOLS COMPLIANCE DOCUMENTS (Appendix D)
19Certificate III in Financial Services – Accounts Clerical FNS30304


19BSBADM408A
Prepare financial reports


21BSBADM308A
Process payroll


23BSBCMN214A
Create and use simple spreadsheets


25BSBCMN308A
Maintain financial records


25BSBCMN308A
Maintain financial records


27FNSICACC301A
Administer accounts payable


28FNSICACC302A
Administer financial accounts


29FNSICACC303A 
Prepare, match and process receipts


31FNFSICACC304A
Prepare and bank receipts


32FNSICACC305A
Process payment documentation


34FNSICACC306A
Process journal entries


36FNSICGEN305A
Maintain daily financial/business records


38FNSICGEN301A
Communicate in the workplace


42FNSICGEN304A
Apply health and safety practices in the workplace


44FNSICGEN305A
 Maintain daily financial/business records


46FNSICIND301A
Work in the financial services industry


47Certificate IV in Financial Services – Accounting FNS40604


47BSBADM404A
Develop and use complex spreadsheets


50BSBCMN406A - Maintain business technology


52FNSACCT401A
Process business tax requirements


53FNSACCT401A
Produce job costing information


54FNSACCT403A
Prepare operational budgets


55FNSACCT404A
Make decisions within a legal context


57FNSACCT405A
Prepare financial statements


58FNSACCT406A
Maintain asset and inventory records


60FNSICACCT407A
Set up and operate a computerized accounting system


64FNSICIND401A
Apply principles of professional practice to work in the financial services industry


66Diploma of Accounting FNS50204


66FNSACCT501A
Provide financial and business performance information


69FNSACCT502A
Prepare income tax returns


71FNSACCT503A
Manage budgets and forecasts


73FNSACCT504A
Prepare financial reports for a reporting entity


74FNBACC05B
Establish and maintain accounting information systems


78FNSACCT506A
Implement and maintain internal control procedures


80FNSACCT507A
Prepare and analyse management accounting information


82FNSICORG509A - Maintain integrity of financial systems


84FNSICORG510A - Manage own professional development


86FNSICORG516A - Prepare financial reports to meet statutory requirements


88FNSICORG517A - Prepare financial forecasts and projections


90Advanced Diploma of Accounting FNS60204


92FNSACCT602A
Audit and report on financial systems and records


95FNBACC10B
Implement tax plans and evaluate tax compliance


98FNBACC11B
Monitor corporate governance activities


100FNSACCT605A
Implement organisational improvement programs


102FNBACC13B
Conduct internal audit


105FNSACCT607A
Evaluate business performance


107FNSACCT608A
Evaluate organisation’s financial performance


109FNSACCT609A
Evaluate financial risk


111FNSACCT610A
Develop and implement financial strategies


113FNSACCT611A
Implement an insolvency program


115FNSACCT612A
Implement reconstruction plan


117FNSACCT613A
Prepare and analyse management accounting information


119FNSACCT614A
Prepare complex corporate financial reports


121FNSICORG608A - 
Control a budget


123FNSICORG609A - 
Develop and manage financial systems




Certificate III in Financial Services – Accounts Clerical FNS30304

BSBADM408A
Prepare financial reports 

Assessment Tool Compliance Document

Certificate III in Financial Services – Accounts Clerical FNS30304

	UNIT DESCRIPTION
	This unit covers the competency for recording general journal adjustment entries and preparing end-of-period financial reports such as revenue statements and balance sheets for a non-reporting entity.

	ELEMENT
	PERFORMANCE CRITERIA
	ASSESSMENT TOOLS

	
	
	Test
	Case study
	Observation
	Portfolio
	Oral questions
	Simulations
	Projects
	Demonstration

	1
Maintain asset register
	a) A register of property, plant and equipment is prepared from fixed asset transactions in accordance with organisational policy and procedures
	
	
	
	
	
	
	
	

	
	b) Method of calculating depreciation is determined in accordance with organisation requirements

c) Asset register and associated depreciation schedule are maintained in 
	
	
	
	
	
	
	
	

	
	d) accordance with organisation requirements
	
	
	
	
	
	
	
	

	2
Record general journal entries for balance day adjustment


	a) Depreciation of non-current assets and disposal of fixed assets are recorded in accordance with organisational policy and procedures
	
	
	
	
	
	
	
	

	
	b) Expense and revenue accounts are adjusted for prepayments and accruals in accordance with organisational policy and procedures and accounting requirements
	
	
	
	
	
	
	
	

	
	c) Bad and doubtful debts are recorded in accordance with organisational policy and procedures and accounting requirements
	
	
	
	
	
	
	
	

	
	d) Ledger accounts are adjusted for inventories, if required, and transferred to final accounts in accordance with organisational policy and procedures and accounting requirements
	
	
	
	
	
	
	
	

	3
Prepare final general ledger accounts


	a) General journal entries for balance day adjustments are entered in general ledger system in accordance with organisational policy and procedures and accounting requirements
	
	
	
	
	
	
	
	

	
	b) Revenue and expense account balances are posted to final general ledger accounts system in accordance with organisational policy and procedures and accounting requirements
	
	
	
	
	
	
	
	

	
	c) Final general ledger accounts are prepared to reflect gross and net profits for reporting period in accordance with organisational policy and procedures and accounting requirements 
	
	
	
	
	
	
	
	

	4
Prepare end-of-period financial reports

	a) Revenue statement is prepared in accordance with organisational requirements to reflect operating for reporting period
	
	
	
	
	
	
	
	

	
	b) Balance sheet is prepared in accordance with organisational requirements to reflect financial position of business at end of reporting period
	
	
	
	
	
	
	
	

	
	c) Errors are identified and corrected, or referred for resolution in accordance with organisational policy and procedures 
	
	
	
	
	
	
	
	


BSBADM308A
Process payroll

Assessment Tool Compliance Document

Certificate III in Financial Services – Accounts Clerical FNS30304

	UNIT DESCRIPTION
	This unit covers the processing of payroll from provided data in manual or computerised payroll systems.  this units is related to BABADM505A Manage payroll

	ELEMENT
	PERFORMANCE CRITERIA
	ASSESSMENT TOOLS

	
	
	Test
	Case study
	Observation
	Portfolio
	Oral questions
	Simulations
	Projects
	Demonstration

	1. Record payroll data


	(a) Payroll data is checked and discrepancies clarified with designated person/s
	
	
	
	
	
	
	
	

	2. 
	(b) Employee pay period details, deductions and allowances are entered in payroll system in accordance with source data
	
	
	
	
	
	
	
	

	3. 
	(c) Payment due to individual employees is calculated to reflect standard pay and variations in accordance with employee source data
	
	
	
	
	
	
	
	

	4. Prepare payroll


	(a) Payroll is prepared within designated timelines in accordance with organisational policy and procedures
	
	
	
	
	
	
	
	

	
	(b) Total wages for pay period are reconciled, and irregularities checked and corrected, or referred to designated person/s for resolution
	
	
	
	
	
	
	
	

	
	(c) Arrangements for payment are made in accordance with organisational and individual requirements
	
	
	
	
	
	
	
	

	
	(d) Authorisation of payroll and individual pay advice is obtained in accordance with organisational requirements
	
	
	
	
	
	
	
	

	
	(e) Payroll records are produced, checked and stored in accordance with organisational policy and security procedures
	
	
	
	
	
	
	
	

	
	(f) Security procedures for processing payroll and maintaining payroll records are followed
	
	
	
	
	
	
	
	


	3. Handle payroll enquiries
	(a) Payroll enquiries are responded to in accordance with organisational and legislative requirements
	
	
	
	
	
	
	
	

	
	(b) Information is provided in accordance with organisational and legislative requirements
	
	
	
	
	
	
	
	

	
	(c) Enquiries outside area of responsibility/knowledge are referred to designated person/s for resolution
	
	
	
	
	
	
	
	

	
	(d) Additional information or follow-up action is completed within designated timelines in accordance with organisational policy and procedure
	
	
	
	
	
	
	
	


BSBCMN214A
Create and use simple spreadsheets

Assessment Tool Compliance Document

Certificate III in Financial Services – Accounts Clerical FNS30304

	UNIT DESCRIPTION
	This unit covers the competency to create and use simple spreadsheets and charts through the use of spreadsheet software

	ELEMENT
	PERFORMANCE CRITERIA
	ASSESSMENT TOOLS

	
	
	Test
	Case study
	Observation
	Portfolio
	Oral questions
	Simulations
	Projects
	Demonstration

	1. Use safe workplaces
	a) Workspace, furniture and equipment are adjusted to suit the ergonomic requirements of the user
	
	
	
	
	
	
	
	

	2. 
	b) Work organisation meets organisational and statutory requirements for computer operation
	
	
	
	
	
	
	
	

	3. 
	c) Energy and resource conservation techniques are used to minimise wastage in accordance with organisational and statutory requirements
	
	
	
	
	
	
	
	

	4. Create simple spreadsheets


	a) Organisational and task requirements in relation to data entry, storage, output and presentation requirements are identified
	
	
	
	
	
	
	
	

	5. 
	b) Spreadsheets utilises software functions and simple formulae to meet identified requirements
	
	
	
	
	
	
	
	

	6. 
	c) Spreadsheet layout enables efficient data input and presentation
	
	
	
	
	
	
	
	

	7. 
	d) Spreadsheet is formatted in accordance with organisational style and presentation requirements
	
	
	
	
	
	
	
	

	8. 
	e) Formulae are tested to confirm output meets task requirements
	
	
	
	
	
	
	
	

	9. 
	f) Adjustments are made as required
	
	
	
	
	
	
	
	

	10. 
	g) Supervisor is consulted to confirm final formulae
	
	
	
	
	
	
	
	

	11. Produce spreadsheets


	a) Data is entered, checked and amended in accordance with organisational and task requirements
	
	
	
	
	
	
	
	

	12. 
	b) Data input meets designated timelines and organisational requirements for speed and accuracy 
	
	
	
	
	
	
	
	

	13. 
	c) Manuals, user documentation and on-line help are used to overcome problems with spreadsheet design and production
	
	
	
	
	
	
	
	

	14. 
	d) Spreadsheet is previewed, adjusted and printed in accordance with organisational and task requirements
	
	
	
	
	
	
	
	

	15. 
	e) Spreadsheet is named and stored, in accordance with organisational requirements and the application exited without data loss/damage 
	
	
	
	
	
	
	
	

	16. Produce simple charts
	a) Organisational and task requirements are determined in relation to the type of chart and chart features to be included
	
	
	
	
	
	
	
	

	
	b) Choice and design of chart enables valid representation of numerical data and meets organisational and task requirements
	
	
	
	
	
	
	
	

	
	c) Chart is previewed, adjusted and printed in accordance with organisational and task requirements
	
	
	
	
	
	
	
	


BSBCMN308A
Maintain financial records

Assessment Tool Compliance Document

Certificate III in Financial Services – Accounts Clerical FNS30304

	UNIT DESCRIPTION
	This unit covers the competency to maintain business and financial records. It includes activities such as the maintenance of daily routine financial records, including reconciling accounts receivable and accounts payable systems and preparing a trail balance. It also includes activities associated with the monitoring of cash control for accounting purposes.

	ELEMENT
	PERFORMANCE CRITERIA
	ASSESSMENT TOOLS

	
	
	Test
	Case study
	Observation
	Portfolio
	Oral questions
	Simulations
	Projects
	Demonstration

	1
Maintain daily financial records


	a) Credit and debit transactions are accurately entered in accordance with organisational requirements 
	
	
	
	
	
	
	
	

	
	b) Daily financial records are maintained in accordance with organisation requirements for accounting purposes
	
	
	
	
	
	
	
	

	
	c) Discrepancies or errors in documentation or transactions are identified and rectified or referred to the nominated person for action in accordance with organisational requirements
	
	
	
	
	
	
	
	

	2
Maintain general ledger 


	a) Transactions are posted to the general ledger in accordance with organisational reporting requirements
	
	
	
	
	
	
	
	

	
	b) General ledger is maintained in accordance with organisational requirements
	
	
	
	
	
	
	
	

	
	c) Accounts receivable and accounts payable systems are reconciled with general ledger
	
	
	
	
	
	
	
	

	
	d) Trial balance is accurately prepared from general ledger in accordance with organisational requirements
	
	
	
	
	
	
	
	

	3
Process cash 


	a) Cash flow is accurately accounted for in accordance with organisational requirements 
	
	
	
	
	
	
	
	

	
	b) Payment documentation is checked for accuracy of information and dispatched to 
	
	
	
	
	
	
	
	

	
	c) accounts payable within designated timeline
	
	
	
	
	
	
	
	

	
	d) Payments are made and received in accordance with organisational requirements
	
	
	
	
	
	
	
	

	
	e) Outstanding accounts are collected or followed up within designated timelines
	
	
	
	
	
	
	
	


FNSICACC301A
Administer accounts payable

Assessment Tool Compliance Document

Certificate III in Financial Services – Accounts Clerical FNS30304

	UNIT DESCRIPTION
	This unit describes those functions associated with the remittance of payments to sundry creditors.

	ELEMENT
	PERFORMANCE CRITERIA
	ASSESSMENT TOOLS

	
	
	Test
	Case study
	Observation
	Portfolio
	Oral questions
	Simulations
	Projects
	Demonstration

	1. Allocate customer payments
	a) Service to customers is prompt and documents are completed and processed quickly and accurately to maximise customer satisfaction 
	
	
	
	
	
	
	
	

	2. 
	b) Payments are allocated correctly to the appropriate customer accounts 
	
	
	
	
	
	
	
	

	3. 
	c) Receipts are banked according to company guidelines
	
	
	
	
	
	
	
	

	4. Reconcile accounts
	a) Accurate responses are given to customers with any billing or account queries 
	
	
	
	
	
	
	
	

	5. 
	b) Billing adjustments are accurately made to the correct customer accounts where applicable 
	
	
	
	
	
	
	
	

	6. 
	c) Customer complaints are responded to appropriately and promptly in accordance with company policy
	
	
	
	
	
	
	
	

	7. Maintain customer details
	a) Details on customer account files are kept accurately and up to date 
	1. 
	2. 
	3. 
	4. 
	5. 
	6. 
	7. 
	8. 

	8. 
	b) Sources of customer details are checked for reliability and verified where necessary
	9. 
	10. 
	11. 
	12. 
	13. 
	14. 
	15. 
	16. 


FNSICACC302A
Administer financial accounts

Assessment Tool Compliance Document

Certificate III in Financial Services – Accounts Clerical FNS30304

	UNIT DESCRIPTION
	This unit deals with the correct administration of allocating payments, reconciling accounts and maintenance of customer details in line with best practice.

	ELEMENT
	PERFORMANCE CRITERIA
	ASSESSMENT TOOLS

	
	
	Test
	Case study
	Observation
	Portfolio
	Oral questions
	Simulations
	Projects
	Demonstration

	1. Allocate customer payments
	a) Service to customers is prompt and documents are completed and processed quickly and accurately to maximise customer satisfaction 
	
	
	
	
	
	
	
	

	2. 
	b) Payments are allocated correctly to the appropriate customer accounts 
	
	
	
	
	
	
	
	

	3. 
	c) Receipts are banked according to company guidelines
	
	
	
	
	
	
	
	

	4. Reconcile accounts
	a) Accurate responses are given to customers with any billing or account queries 
	
	
	
	
	
	
	
	

	5. 
	b) Billing adjustments are accurately made to the correct customer accounts where applicable 
	
	
	
	
	
	
	
	

	6. 
	c) Customer complaints are responded to appropriately and promptly in accordance with company policy
	
	
	
	
	
	
	
	

	7. Maintain customer details
	a) Details on customer account files are kept accurately and up to date 
	
	
	
	
	
	
	
	

	
	b) Sources of customer details are checked for reliability and verified where necessary
	
	
	
	
	
	
	
	


FNSICACC303A 
Prepare, match and process receipts

Assessment Tool Compliance Document

Certificate III in Financial Services – Accounts Clerical FNS30304

	UNIT DESCRIPTION
	

	ELEMENT
	PERFORMANCE CRITERIA
	ASSESSMENT TOOLS

	
	
	Test
	Case study
	Observation
	Portfolio
	Oral questions
	Simulations
	Projects
	Demonstration

	1. Receive, identify and record receipt
	(a) Established procedures are followed 
	
	
	
	
	
	
	
	

	2. 
	(b) All receipts are checked for accuracy against remittance document 
	
	
	
	
	
	
	
	

	3. 
	(c) All receipts are accurately recorded in accordance with company procedures 
	
	
	
	
	
	
	
	

	4. 
	(d) Remittance types are accurately identified to ensure correct allocation 
	
	
	
	
	
	
	
	

	5. 
	(e) Batching is completed in accordance with company systems and operating procedures 
	
	
	
	
	
	
	
	

	6. 
	(f) Relevant departments are advised of total daily receipts according to company operating procedures
	
	
	
	
	
	
	
	

	7. Match receipts to documentation
	(a) Receipts are checked and matched to documentation accurately and promptly in accordance with company procedures 
	
	
	
	
	
	
	
	

	8. 
	(b) Security of documentation is maintained to protect interests of all parties to transaction 
	
	
	
	
	
	
	
	

	9. 
	(c) Unmatched receipts are noted for follow-up and/or referral in accordance with company, industry and legislative requirements
	
	
	
	
	
	
	
	

	10. Enter data to systems
	(a) Data is entered to systems without error and within time requirements, as specified in relevant company policy and procedures 
	
	
	
	
	
	
	
	

	11. 
	(b) All receipts are accurately matched to system debit 
	
	
	
	
	
	
	
	

	12. 
	(c) Data and allocation discrepancies are identified promptly to enable early follow-up 
	
	
	
	
	
	
	
	

	13. 
	(d) Advice on source and solution to discrepancies is sought, where necessary, to solve outstanding problems
	
	
	
	
	
	
	
	

	14. 
	(e) Related systems are updated 
	
	
	
	
	
	
	
	

	15. 
	(f) Reconciliations are completed and discrepancies between general ledger and sub systems are resolved
	
	
	
	
	
	
	
	

	16. 
	(g) All receipts are accurately allocated to appropriate chart of account areas
	
	
	
	
	
	
	
	

	17. File documentation
	(a) Documentation is filed promptly in accordance with company policy and procedures 
	
	
	
	
	
	
	
	

	18. 
	(b) Location of filed documentation is traceable
	
	
	
	
	
	
	
	


FNFSICACC304A
Prepare and bank receipts 

Assessment Tool Compliance Document

Certificate III in Financial Services – Accounts Clerical FNS30304

	UNIT DESCRIPTION
	This unit covers the competency to prepare and bank financial receipts.

	ELEMENT
	PERFORMANCE CRITERIA
	ASSESSMENT TOOLS

	
	
	Test
	Case study
	Observation
	Portfolio
	Oral questions
	Simulations
	Projects
	Demonstration

	1
Batch monetary items
	a) Items are batched completely and accurately
	
	
	
	
	
	
	
	

	
	b) Batch items are matched to initial receipt records 
	
	
	
	
	
	
	
	

	2
Prepare deposit facility


	a) Deposit facility selected is appropriate to the banking method used
	
	
	
	
	
	
	
	

	
	b) Batch is balanced with deposit without error

	
	
	
	
	
	
	
	

	3
Lodge flows
	a) Security and safety precautions are taken appropriate to the method of banking in accordance with company policy
	
	
	
	
	
	
	
	

	
	b) Proof of lodgement is obtained and filed in accordance with company procedures
	
	
	
	
	
	
	
	


FNSICACC305A
Process payment documentation

Assessment Tool Compliance Document

Certificate III in Financial Services – Accounts Clerical FNS30304

	UNIT DESCRIPTION
	This unit describes the functions involved in processing financial payment documents.

	ELEMENT
	PERFORMANCE CRITERIA
	ASSESSMENT TOOLS

	
	
	Test
	Case study
	Observation
	Portfolio
	Oral questions
	Simulations
	Projects
	Demonstration

	1. Enter data to system
	(a) Data is entered into systems without error and within time requirements as specified in relevant company policy and procedures 
	
	
	
	
	
	
	
	

	2. 
	(b) Data is allocated to correct systems and accounts 
	
	
	
	
	
	
	
	

	3. 
	(c) Related systems are updated 
	
	
	
	
	
	
	
	

	4. 
	(d) Data entry is undertaken in accordance with relevant health and safety requirements 
	
	
	
	
	
	
	
	

	5. 
	(e) System controls are maintained to ensure the integrity and security of client/payee database
	
	
	
	
	
	
	
	

	6. Create payment facility
	(a) Payment facility is processed accurately in accordance with company policy and procedures 
	
	
	
	
	
	
	
	

	7. 
	(b) Documentation is maintained in a secure manner to protect the privacy and interests of all parties
	
	
	
	
	
	
	
	

	3. Verify payments against documentation
	(a) Authorisation for payment is confirmed 
	
	
	
	
	
	
	
	

	4. 
	(b) Information on payment facility matches approved documentation 
	
	
	
	
	
	
	
	

	5. 
	(c) Discrepancies are identified and followed up promptly
	
	
	
	
	
	
	
	

	6. Effect payment
	(a) Payments are made within agreed credit arrangements in accordance with company policy and procedures and industry and legislative requirements 
	
	
	
	
	
	
	
	

	7. 
	(b) Payment instruments are signed in accordance with relevant authority levels 
	
	
	
	
	
	
	
	

	8. 
	(c) Related systems are updated promptly to ensure that the integrity of accounting systems are maintained 
	
	
	
	
	
	
	
	

	9. 
	(d) Primary documentation associated with payment is cancelled, or noted, to ensure multiple payments are not made
	
	
	
	
	
	
	
	

	10. File documentation
	(a) Documentation is filed promptly in accordance with company policy and procedures 
	
	
	
	
	
	
	
	

	
	(b) Location of filed documentation is traceable
	
	
	
	
	
	
	
	


FNSICACC306A
Process journal entries

Assessment Tool Compliance Document

Certificate III in Financial Services – Accounts Clerical FNS30304

	UNIT DESCRIPTION
	This unit covers the competency to process financial journal entries.

	ELEMENT
	PERFORMANCE CRITERIA
	ASSESSMENT TOOLS

	
	
	Test
	Case study
	Observation
	Portfolio
	Oral questions
	Simulations
	Projects
	Demonstration

	1
Check and verify supporting documentation
	a) Supporting documentation is examined to establish accuracy and completeness
	
	
	
	
	
	
	
	

	
	b) Supporting documentation is examined to ensure authorization by appropriate level 
	
	
	
	
	
	
	
	

	2
Prepare journal


	a) Journal is accurate, complete and prepared within company timelines

	
	
	
	
	
	
	
	

	3
Authorise journal
	a) Journal is authorised in accordance with company policy and procedure
	
	
	
	
	
	
	
	

	4
Enter data into system


	a) Data is entered into system accurately and in accordance with company input standards
	
	
	
	
	
	
	
	

	
	b) Transaction is correctly allocated to system and account 
	
	
	
	
	
	
	
	

	
	c) Related systems are updated to maintain integrity of relationships between financial systems
	
	
	
	
	
	
	
	

	
	d) Data entry is undertaken in accordance with relevant health and safety
	
	
	
	
	
	
	
	

	5
Check journal processing report


	a) Where appropriate, processing report is examined for accuracy and reconciled in accordance with relevant company policy and procedures, accounting principles and practices
	
	
	
	
	
	
	
	

	
	b) Entries requiring alteration are identified and adjusting entries processed accurately in accordance with company policy and procedures 
	
	
	
	
	
	
	
	

	6
File documentation


	a) Documentation is filed promptly and in accordance with company policy and procedures
	
	
	
	
	
	
	
	

	
	b) Filed documentation is easily accessible and traceable 


	
	
	
	
	
	
	
	


 FNSICGEN305A
Maintain daily financial/business records

Assessment Tool Compliance Document

Certificate III in Financial Services – Accounts Clerical FNS30304

	UNIT DESCRIPTION
	This unit covers the preparation and processing of routine financial documents.

	ELEMENT
	PERFORMANCE CRITERIA
	ASSESSMENT TOOLS

	
	
	Test
	Case study
	Observation
	Portfolio
	Oral questions
	Simulations
	Projects
	Demonstration

	1. Process financial forms and applications
	a) Information from documents is identified, checked and recorded 
	
	
	
	
	
	
	
	

	2. 
	b) Documents are processed and recorded or transmitted to appropriate personnel 
	
	
	
	
	
	
	
	

	3. 
	c) All work undertaken is in accordance with organisational procedures, legislation and regulations
	
	
	
	
	
	
	
	

	4. Prepare and process banking documents and petty cash documents
	a) Deposits and withdrawals are accurately entered and balanced according to organisational procedures, where applicable 
	
	
	
	
	
	
	
	

	5. 
	b) Cheques and card vouchers are checked for validity before processing, where applicable 
	
	
	
	
	
	
	
	

	6. 
	c) Banking documentation is reconciled with organisation's financial records, where applicable 
	
	
	
	
	
	
	
	

	7. 
	d) Documentation is completed in accordance with banking guidelines
	
	
	
	
	
	
	
	

	8. Process petty cash transactions
	a) Petty cash claims and vouchers are checked, processed and recorded and petty cash book is balanced according to organisation's procedures 
	
	
	
	
	
	
	
	

	9. 
	b) Any irregularities are referred to nominated person
	
	
	
	
	
	
	
	

	10. Prepare and process invoices for payment to creditors and for debtors
	a) Invoices are prepared in accordance with organisational procedures 
	
	
	
	
	
	
	
	

	
	b) Invoices are checked against source documents for accuracy 
	
	
	
	
	
	
	
	

	
	c) Any errors or inaccuracies are corrected 
	
	
	
	
	
	
	
	

	
	d) Invoices and related documents are filed for auditing purposes
	
	
	
	
	
	
	
	


 FNSICGEN301A
Communicate in the workplace

Assessment Tool Compliance Document

Certificate III in Financial Services – Accounts Clerical FNS30304

	UNIT DESCRIPTION
	This unit covers the fundamental communication skills needed to work in any sector of the finance industry. It includes the skills needed for interacting with customers, internal and external, and for giving, receiving and recording information. 

	ELEMENT
	PERFORMANCE CRITERIA
	ASSESSMENT TOOLS

	
	
	Test
	Case study
	Observation
	Portfolio
	Oral questions
	Simulations

	1. Use a range of techniques to gain workplace information
	a) Instructions are followed and, where necessary, questions are asked to clarify what is required 
	
	
	
	
	
	

	2. 
	b) Information is accessed from record systems and used according to instructions 
	
	
	
	
	
	

	3. 
	c) Organisational procedures and policies related to workplace information are understood and implemented appropriately 
	
	
	
	
	
	

	4. 
	d) Information is acquired and used appropriately for its purpose 
	
	
	
	
	
	

	5. 
	e) Information is received orally using effective telephone techniques where necessary 
	
	
	
	
	
	

	6. 
	f) Clarification is sought from appropriate personnel, as required
	
	
	
	
	
	

	7. Communicate information to others using a range of techniques
	a) Clear speech and language appropriate to the audience are used when communicating information 
	
	
	
	
	
	

	8. 
	b) Information is accurately conveyed 
	
	
	
	
	
	

	9. 
	c) Understanding of information is confirmed 
	
	
	
	
	
	

	10. 
	d) Contributions are made to team discussions and informal meetings 
	
	
	
	
	
	

	11. 
	e) Routine correspondence is prepared following industry and organisation standards 
	
	
	
	
	
	

	12. 
	f) Numbers are used to carry out calculations as required
	
	
	
	
	
	

	13. Interact with others to achieve workplace outcomes
	a) Effective verbal and non-verbal communication techniques are used to convey messages and information
	
	
	
	
	
	

	
	b) Communication with people from diverse backgrounds is based on respect and sensitivity 
	
	
	
	
	
	

	
	c) Own role in achieving workplace outcome is defined 
	
	
	
	
	
	

	
	d) Cooperation and negotiation skills are used to fulfil workplace requirements and solve problems 
	
	
	
	
	
	

	
	e) Constructive contributions are made to group decision making processes 
	
	
	
	
	
	

	Record workplace information as required
	a) Workplace forms and documents are completed, either manually or electronically, in a clear, concise and easy to read format 
	
	
	
	
	
	

	
	b) Workplace records are kept up-to-date
	
	
	
	
	
	


 FNSICGEN302A
Use technology in the workplace

Assessment Tool Compliance Document

Certificate III in Financial Services – Accounts Clerical FNS30304

	UNIT DESCRIPTION
	This unit covers using computers and associated devices and office technology to achieve outcomes required in the workplace

	ELEMENT
	PERFORMANCE CRITERIA
	ASSESSMENT TOOLS

	
	
	Test
	Case study
	Observation
	Portfolio
	Oral questions
	Simulations
	Projects
	Demonstration

	1. Clarify the function that the equipment fulfils
	a) Computing equipment, associated devices and other equipment used in the workplace are identified 
	
	
	
	
	
	
	
	

	2. 
	b) Functions of the computer equipment, associated devices and other equipment and the outcomes they are used to achieve are determined 
	
	
	
	
	
	
	
	

	3. Access and enter information from/into the computer
	a) Organisational procedures for accessing computer based equipment are followed 
	
	
	
	
	
	
	
	

	4. 
	b) The computer system is navigated to find the required program/file 
	
	
	
	
	
	
	
	

	5. 
	c) Appropriate software, including custom built software, is selected 
	
	
	
	
	
	
	
	

	6. 
	d) The program/file is opened and the required data is identified 
	
	
	
	
	
	
	
	

	7. 
	e) Data is entered, changed or removed as needed 
	
	
	
	
	
	
	
	

	8. 
	f) Files are checked for accuracy 
	
	
	
	
	
	
	
	

	9. 
	g) Internet/intranet searching and sending and receiving of emails is undertaken and relevant information or files are saved as required 
	
	
	
	
	
	
	
	

	10. Save files/data and produce computer reports as required
	a) Files/data are saved following standard procedures prior to exiting the computer equipment 
	
	
	
	
	
	
	
	

	11. 
	b) Reports and document are produced 
	
	
	
	
	
	
	
	

	12. 
	c) Data and documents are appropriately stored as required 
	
	
	
	
	
	
	
	

	13. 
	d) Procedures for shutting down computers are followed 
	
	
	
	
	
	
	
	

	14. 
	e) Equipment and data is secured as required by the organisation's policies and procedures and/or as required by legislation or regulations and codes of conduct 
	
	
	
	
	
	
	
	

	15. Use manuals and online help to solve computing problems
	a) Manuals, training notes, or company documentation are used to solve problems 
	
	
	
	
	
	
	
	

	16. 
	b) Online help is accessed to solve problems 
	
	
	
	
	
	
	
	

	17. Undertake routine maintenance of computers and associated devices
	a) Routine maintenance tasks are carried out according to manufacturer's instructions 
	
	
	
	
	
	
	
	

	18. 
	b) Technical assistance is sought as necessary 
	
	
	
	
	
	
	
	

	19. Use and maintain other workplace equipment
	a) Other equipment is used to achieve workplace outcomes as required 
	
	
	
	
	
	
	
	

	
	b) Routine maintenance is carried out or organised in line with manufacturer's instructions 
	
	
	
	
	
	
	
	

	
	c) Consumables for office equipment are used and replaced as required
	
	
	
	
	
	
	
	


FNSICGEN304A
Apply health and safety practices in the workplace
Assessment Tool Compliance Document

Certificate III in Financial Services – Accounts Clerical FNS30304

	UNIT DESCRIPTION
	This unit covers the competency to work safely in the financial services industry and follow sound occupational health practices at work 



	ELEMENT
	PERFORMANCE CRITERIA
	ASSESSMENT TOOLS

	
	
	Test
	Case study
	Observation
	Portfolio
	Oral questions
	Simulations
	Projects
	Demonstration

	1. Follow workplace safety procedures
	a) Health and safety procedures are applied at all times when carrying out daily work routines in the workplace. 
	
	
	
	
	
	
	
	

	2. 
	b) Safe practices for working with computers and other screen based equipment are followed at all times 
	
	
	
	
	
	
	
	

	3. 
	c) Work is conducted within ergonomic guidelines. 
	
	
	
	
	
	
	
	

	4. 
	d) Hazard warnings and safety signs are recognised and observed. 
	
	
	
	
	
	
	
	

	5. 
	e) All hazardous materials and equipment are handled in accordance with manufacturer's guidelines and specified safe handling guidelines 
	
	
	
	
	
	
	
	

	6. 
	f) Safe manual handling techniques and safe equipment operation and techniques are employed at all times. 
	
	
	
	
	
	
	
	

	7. 
	g) Work areas are kept clean and free from obstacles
	
	
	
	
	
	
	
	

	8. Contribute to occupational health and safety at work
	a) OH&S issues are raised with designated personnel in accordance with workplace procedures and relevant legislation 
	
	
	
	
	
	
	
	

	9. 
	b) Contributions are made to health and safety management in the workplace in accordance with the organisation's policies and procedures and within the scope of the employee's responsibility and competencies
	
	
	
	
	
	
	
	

	10. Identify and follow workplace procedures for hazard control and other emergency situations
	a) Hazards in the work area are recognised and reported to appropriate people following workplace procedures
	
	
	
	
	
	
	
	

	11. 
	b) Workplace procedures and instructions for assessing and controlling risks are followed accurately
	
	
	
	
	
	
	
	

	
	c) Workplace procedures for dealing with incidents/accidents, fire and emergencies are followed whenever necessary 
	
	
	
	
	
	
	
	

	12. 
	d) Emergency exits are known and kept clear at all times 
	
	
	
	
	
	
	
	

	13. 
	a. Workplace emergency first aid procedures are followed
	
	
	
	
	
	
	
	


FNSICGEN305A
 Maintain daily financial/business records

Assessment Tool Compliance Document

Certificate III in Financial Services – Accounts Clerical FNS30304

	UNIT DESCRIPTION
	This unit covers the preparation and processing of routine financial documents. 

	ELEMENT
	PERFORMANCE CRITERIA
	ASSESSMENT TOOLS

	
	
	Test
	Case study
	Observation
	Portfolio
	Oral questions
	Simulations
	Projects
	Demonstration

	1. Process financial forms and applications
	a) Information from documents is identified, checked and recorded 
	
	
	
	
	
	
	
	

	2. 
	b) Documents are processed and recorded or transmitted to appropriate personnel 
	
	
	
	
	
	
	
	

	3. 
	c) All work undertaken is in accordance with organisational procedures, legislation and regulations 
	
	
	
	
	
	
	
	

	4. Prepare and process banking documents and petty cash documents
	a) Deposits and withdrawals are accurately entered and balanced according to organisational procedures, where applicable 
	
	
	
	
	
	
	
	

	5. 
	b) Cheques and card vouchers are checked for validity before processing, where applicable 
	
	
	
	
	
	
	
	

	6. 
	c) Banking documentation is reconciled with organisation's financial records, where applicable 
	
	
	
	
	
	
	
	

	7. 
	d) Documentation is completed in accordance with banking guidelines 
	
	
	
	
	
	
	
	

	8. Process petty cash transactions
	a) Petty cash claims and vouchers are checked, processed and recorded and petty cash book is balanced according to organisation's procedures 
	
	
	
	
	
	
	
	

	9. 
	b) Any irregularities are referred to nominated person 
	
	
	
	
	
	
	
	

	10. Prepare and process invoices for payment to creditors and for debtors
	a) Invoices are prepared in accordance with organisational procedures 
	
	
	
	
	
	
	
	

	
	b) Invoices are checked against source documents for accuracy 
	
	
	
	
	
	
	
	

	
	c) Any errors or inaccuracies are corrected 
	
	
	
	
	
	
	
	

	
	d) Invoices and related documents are filed for auditing purposes
	
	
	
	
	
	
	
	


 FNSICIND301A
Work in the financial services industry
Assessment Tool Compliance Document

Certificate III in Financial Services – Accounts Clerical FNS30304

	UNIT DESCRIPTION
	This unit covers the competency to apply industry and company procedures, guidelines, policies and standards to day to day work in a sector of the financial services industry. 

	ELEMENT
	PERFORMANCE CRITERIA
	ASSESSMENT TOOLS

	
	
	Test
	Case study
	Observation
	Portfolio
	Oral questions
	Simulations
	Projects
	Demonstration

	1. Work within financial services industry guidelines procedures and legislation
	a) Guidelines, procedures, legislation and codes of practice applying to the industry sector are identified and the effects on everyday work determined 
	
	
	
	
	
	
	
	

	2. 
	b) All work undertaken complies with relevant guidelines, procedures and legislation 
	
	
	
	
	
	
	
	

	3. 
	c) Assistance in clarifying the application of the guidelines, procedures and legislation is sought from appropriate personnel where necessary
	
	
	
	
	
	
	
	

	4. Work in accordance with company policy, guidelines, and procedures
	a) Work tasks are carried out in accordance with specific company policy, guidelines and procedures 
	
	
	
	
	
	
	
	

	
	b) Work tasks undertaken meet the company standards in relation to customer service, professional practice and ethics
	
	
	
	
	
	
	
	


 Certificate IV in Financial Services – Accounting FNS40604

BSBADM404A
Develop and use complex spreadsheets

Assessment Tool Compliance Document

Certificate IV in Financial Services – Accounting FNS40604

	UNIT DESCRIPTION
	This unit covers the competency to use spreadsheet software to complete business tasks and produce usable complex documents

	ELEMENT
	PERFORMANCE CRITERIA
	ASSESSMENT TOOLS

	
	
	Test
	Case study
	Observation
	Portfolio
	Oral questions
	Simulations
	Projects
	Demonstration

	1
Use safe work practices


	a) Workspace, furniture and equipment are adjusted to suit the ergonomic requirements of the user
	
	
	
	
	
	
	
	

	
	b) Work organisation meets organisational and statutory requirements for computer operation
	
	
	
	
	
	
	
	

	
	c) Energy and resource conservation techniques are used to minimise wastage in accordance with organisational and statutory requirements
	
	
	
	
	
	
	
	

	2
Develop a linked spreadsheet solution


	a) Task is analysed and specifications for spreadsheets are determined
	
	
	
	
	
	
	
	

	
	b) Organisational and task requirements in relation to data entry, storage, output, reporting and presentation requirements are identified
	
	
	
	
	
	
	
	

	
	c) Spreadsheet design utilises software functions and formulae to meet identified requirements
	
	
	
	
	
	
	
	

	
	d) Spreadsheets are linked in accordance with software procedures
	
	
	
	
	
	
	
	

	2 Develop a linked spreadsheet solution


	e) Cells are formatted and data attributes assigned with relative and/or absolute cell references used in accordance with the task specifications
	
	
	
	
	
	
	
	

	
	f) Formulae are tested to confirm output meets task requirements
	
	
	
	
	
	
	
	

	3
Automate and standardise spreadsheet operation
	a) Tasks are evaluated to identify those where automation would increase efficiency
	
	
	
	
	
	
	
	

	
	b) Macros are created, used and edited to fulfil the requirements of the task and automate spreadsheet operation
	
	
	
	
	
	
	
	

	
	c) Templates are developed, edited and used to ensure consistency of design and layout for forms and reports in accordance with organisational requirements
	
	
	
	
	
	
	
	

	4
Use spreadsheets
	a) Data is entered, checked and amended in accordance with organisational and task requirements
	
	
	
	
	
	
	
	

	
	b) Data is imported/exported between compatible spreadsheets and host documents adjusted in accordance with software and system procedures
	
	
	
	
	
	
	
	

	
	c) Manuals, user documentation and on-line help are used to overcome problems with spreadsheet design and production
	
	
	
	
	
	
	
	

	
	d) Spreadsheet is previewed, adjusted and printed in accordance with organisational and task requirements
	
	
	
	
	
	
	
	

	
	e) Spreadsheet is named and stored, in accordance with organisational requirements and the application exited without data loss/damage
	
	
	
	
	
	
	
	

	5
Represent numerical data in graphic form
	a) Styles of graph is determined to meet specified requirements and spreadsheet data is manipulated if necessary to suit graph requirements 
	
	
	
	
	
	
	
	

	
	b) Graphs are created with labels and titles from numerical data contained in a spreadsheet file
	
	
	
	
	
	
	
	

	
	c) Graph is saved, viewed and printed within designated timelines
	
	
	
	
	
	
	
	


 BSBCMN406A - Maintain business technology

Assessment Tool Compliance Document

Certificate IV in Financial Services – Accounting 
FNS40604

	UNIT DESCRIPTION
	This unit covers the skills and knowledge required to maintain the effectiveness of business technology in the workplace. It includes activities such as the maintenance of existing technology and the planning of future technology requirements. 

	ELEMENT
	PERFORMANCE CRITERIA
	ASSESSMENT TOOLS

	
	
	Test
	Case study
	Observation
	Portfolio
	Oral questions
	Simulations
	Projects
	Demonstration

	1. Maintain performance of hardware and software
	a) Systems effectiveness is monitored and evaluated to ensure it meets organisational and system requirements 
	
	
	
	
	
	
	
	

	2. 
	b) Operating system, drive and disk structure, reports and files are used to identify performance problems Disk drives and peripherals are maintained according to manufacturers' and organisational requirements 
	
	
	
	
	
	
	
	

	3. 
	c) Consumables are replaced in accordance with the manufacturers' and organisational requirements 
	
	
	
	
	
	
	
	

	4. 
	d) Software applications are installed and operated in accordance with developers' and organisational requirements 
	
	
	
	
	
	
	
	

	5. Provide basic system administration
	a) System back up procedure is carried out at regular intervals according to organisational and system requirements
	
	
	
	
	
	
	
	

	6. 
	b) Security access procedures are maintained in line with organisational requirements 
	
	
	
	
	
	
	
	

	7. 
	c) Licence for use of software is used, checked and recorded in accordance with organisational requirements 
	
	
	
	
	
	
	
	

	8. 
	d) Virus systems are maintained and updated on a regular basis in accordance with organisational requirements 
	
	
	
	
	
	
	
	

	9. Identify future technology requirements
	a) Sources of information about new technology are accessed to maintain knowledge in current technology 
	
	
	
	
	
	
	
	

	
	b) Feedback from clients and colleagues is used to identify and develop improved technology systems 
	
	
	
	
	
	
	
	

	
	c) Existing technology is assessed against newly available technology to determine future needs and priorities 
	
	
	
	
	
	
	
	

	
	d) New technologies are identified and selected to achieve and maintain continuous organisational development 
	
	
	
	
	
	
	
	

	
	e) Management and budget approval is obtained for new technologies identified and selected
	
	
	
	
	
	
	
	


FNSACCT401A
Process business tax requirements

Assessment Tool Compliance Document

Certificate IV in Financial Services – Accounting 
FNS40604

	Unit Description
	This unit coves the competency to maintain the taxation accounting records and process lodgments and returns in accordance with Australian Taxation Office requirements, excluding income tax.

	Element
	Performance Criteria
	Assessment tools

	
	
	Test
	Case study
	Observation
	Portfolio
	Oral questions
	Simulations
	Projects
	Demonstration

	1
Maintain accounting records for taxation purposes
	a) The accounting system for taxation is determined
	
	
	
	
	
	
	
	

	
	b) Adequate records to support the taxation accounting system are maintained
	
	
	
	
	
	
	
	

	
	c) Specific taxation requirements of business documents are complied with
	
	
	
	
	
	
	
	

	2
Establish and maintain a process for managing business tax returns
	a) An accounting system is established to manage taxation lodgement process
	
	
	
	
	
	
	
	

	
	b) Sufficient and current records are maintained to comply with lodgement requirements
	
	
	
	
	
	
	
	

	
	c) Lodgement schedule requirements are established
	
	
	
	
	
	
	
	

	3
Process business tax returns and lodgements
	a) Required returns and lodgements are identified
	
	
	
	
	
	
	
	

	
	b) Accounting data is processed to comply with taxation reporting requirements
	
	
	
	
	
	
	
	

	
	c) Returns and lodgements are drafted for review by authorised personnel
	
	
	
	
	
	
	
	


FNSACCT401A
Produce job costing information

Assessment Tool Compliance Document

Certificate IV in Financial Services – Accounting 
FNS40604

	Unit Description
	This unit covers the competency to calculate and record the job costs of products and services

	Element
	Performance Criteria
	Assessment tools

	
	
	Test
	Case study
	Observation
	Portfolio
	Oral questions
	Simulations
	Projects
	Demonstration

	1
Gather and record operating and cost data
	a) Data is extracted from established systems
	
	
	
	
	
	
	
	

	
	b) Data is systematically coded, classified and checked for accuracy and reliability in accordance with organisational policies and procedure.
	
	
	
	
	
	
	
	

	2
Produce cost reports


	a) Costs are assigned to specified products and services 
	
	
	
	
	
	
	
	

	
	b) Data are reconciled to ensure calculations are accurate and comply with organisational procedures
	
	
	
	
	
	
	
	

	
	c) Cost information advice is sought from all sections of the organization when formulating budgets
	
	
	
	
	
	
	
	

	
	d) Structure and format of budgets and reports are clear and conform to management information requirements
	
	
	
	
	
	
	
	

	
	e) Variances against budget are identified 
	
	
	
	
	
	
	
	

	
	f) Reports are error free, comprehensive and comply with management requirements and organisational practices
	
	
	
	
	
	
	
	


FNSACCT403A
Prepare operational budgets

Assessment Tool Compliance Document

Certificate IV in Financial Services – Accounting 
FNS40604

	Unit Description
	This unit covers the competency to produce operational budgets for non-manufacturing entities.

	Element
	Performance Criteria
	Assessment tools

	
	
	Test
	Case study
	Observation
	Portfolio
	Oral questions
	Simulations
	Projects
	Demonstration

	1
Prepare budgets


	a) Cash, expenditure and revenue items are clearly defined and relevant to identified objectives of the budget
	
	
	
	
	
	
	
	

	
	b) Budget objectives are clear and consistent with organisational aims and projects and with forecasts
	
	
	
	
	
	
	
	

	
	c) Discussions and negotiations with stakeholders are conducted in a manner that promotes goodwill and ongoing co-operation
	
	
	
	
	
	
	
	

	
	d) Milestones and performance are identified and included in budgets
	
	
	
	
	
	
	
	

	
	e) Annual budgets are broken down into seasonal periods in accordance with operating trends
	
	
	
	
	
	
	
	

	2
Document budget



	a) Data is presented in a format that is easily understood and appropriate to budget reporting
	
	
	
	
	
	
	
	

	
	b) Reports are completed within timelines and distributed for specified periods and projects
	
	
	
	
	
	
	
	


FNSACCT404A
Make decisions within a legal context

Assessment Tool Compliance Document

Certificate IV in Financial Services – Accounting 
FNS40604

	Unit Description
	This unit covers the competency to work and make appropriate decisions within a legal context

	Element
	Performance Criteria
	Assessment tools

	
	
	Test
	Case study
	Observation
	Portfolio
	Oral questions
	Simulations
	Projects
	Demonstration

	1
Identify the main roles and responsibilities of the key bodies in the legal system
	a) The functions of the courts and other regulatory bodies are identified
	
	
	
	
	
	
	
	

	
	b) Implications of relevant legislation are identified and applied in regard to making decisions
	
	
	
	
	
	
	
	

	
	c) Implications of Common Law, including negligence and contract, employment law and business structures, are identified and applied in regard to making decisions
	
	
	
	
	
	
	
	

	2
Identify compliance requirements



	a) Requirements are interpreted accurately and within prescribed time limits
	
	
	
	
	
	
	
	

	
	b) Requirements are reviewed in a comprehensive manner
	
	
	
	
	
	
	
	

	
	c) Sources are constantly reviewed to remain informed of changes and amendments to statutes and finance industry requirements
	
	
	
	
	
	
	
	

	3
Develop procedures to ensure compliance

	a) Procedures are developed to address all the requirements to be met for compliance
	
	
	
	
	
	
	
	

	
	b) Compliance requirements are monitored to ensure that they are adhered to by the organisation
	
	
	
	
	
	
	
	

	
	c) Timetables to meet compliance requirements are established to align with statutory deadlines 
	
	
	
	
	
	
	
	


FNSACCT405A
Prepare financial statements

Assessment Tool Compliance Document

Certificate IV in Financial Services – Accounting 
FNS40604

	Unit Description
	This unit covers the competency to identify skills and outcomes associated with the development of financial reports for non-corporate organizations which are not reporting entities.

	Element
	Performance Criteria
	Assessment tools

	
	
	Test
	Case study
	Observation
	Portfolio
	Oral questions
	Simulations
	Projects
	Demonstration

	1
Compile data


	a) Data is systematically coded, classified and checked for accuracy and reliability in accordance with organisational policies and procedures
	
	
	
	
	
	
	
	

	
	b) Internal and external financial data is checked to ensure consistency and accuracy
	
	
	
	
	
	
	
	

	2
Prepare reports



	a) Charts, diagrams and supporting data are presented in an appropriate manner
	
	
	
	
	
	
	
	

	
	b) Reports are prepared following a clear and appropriate structure and format and conform to organization requirements
	
	
	
	
	
	
	
	

	
	c) Statements and data are error free and comprehensive
	
	
	
	
	
	
	
	


FNSACCT406A
Maintain asset and inventory records

Assessment Tool Compliance Document

Certificate IV in Financial Services – Accounting 
FNS40604

	Unit Description
	This unit describes those functions associated with the maintenance of records for fixed assets and inventory

	Element
	Performance Criteria
	Assessment tools

	
	
	Test
	Case study
	Observation
	Portfolio
	Oral questions
	Simulations
	Projects
	Demonstration

	1
Comply with organisational asset acquisition procedures


	a) Approval and authorisation for purchase of assets is obtained
	
	
	
	
	
	
	
	

	
	b) Quotes are obtained and other organisational purchase procedures are followed
	
	
	
	
	
	
	
	

	
	c) All asset purchases documentation and invoices are reconciled
	
	
	
	
	
	
	
	

	
	d) Assets received are checked for compliance with the quantity and quality as per documentation
	
	
	
	
	
	
	
	

	2
Reconcile asset register and inventory records to general ledgers

	a) All asset expenditures are reconciled in accordance with organisation’s policies, procedures and practices to the accounting records
	
	
	
	
	
	
	
	

	
	b) Discrepancies are identified and actioned according to organisation’s policies, procedures and practices.
	
	
	
	
	
	
	
	

	3.
Record inventory flows
	a) Purchase of inventory is recorded in subsidiary ledger
	
	
	
	
	
	
	
	

	
	b) Periodic and perpetual records are maintained
	
	
	
	
	
	
	
	

	
	c) Inventory flow assumptions are applied as appropriate
	
	
	
	
	
	
	
	

	
	d) Inventory is valued using appropriate valuation rules
	
	
	
	
	
	
	
	

	4.
Recognise new assets and asset categories
	a) New asset categories are identified where appropriate
	
	
	
	
	
	
	
	

	
	b) Pro-forma for input of asset details is prepared and processed accurately and in a timely fashion
	
	
	
	
	
	
	
	

	5.
Prepare schedules and ad-hoc reports
	a) Depreciation expense is updated regularly according to depreciation schedule
	
	
	
	
	
	
	
	

	
	b) Spreadsheets/ad hoc reports are prepared as requested
	
	
	
	
	
	
	
	

	6.
Record disposal of fixed assets
	a) Assets are disposed of in accordance with organisational procedures
	
	
	
	
	
	
	
	

	
	b) Disposal price data is obtained and entered into accounting records
	
	
	
	
	
	
	
	

	
	c) Accounting procedures are followed for the removal of assets from ledger and asset register
	
	
	
	
	
	
	
	


FNSICACCT407A
Set up and operate a computerized accounting system 

Assessment Tool Compliance Document

Certificate IV in Financial Services – Accounting 
FNS40604

	Unit Description
	This unit covers the competency to establish and operate under supervision, a computerised accounting

	Element
	Performance Criteria
	Assessment tools

	
	
	Test
	Case study
	Observation
	Portfolio
	Oral questions
	Simulations
	Projects
	Demonstration

	1
Implement an integrated accounting system


	b) Implement the general ledger and chart of accounts, in accordance with organisational requirements.
	
	
	
	
	
	
	
	

	
	c) Set up customers, suppliers, inventory items and a fixed assets register in accordance with organisational requirements.
	
	
	
	
	
	
	
	

	
	d) Set up a system to meet the reporting requirements of Goods and Services Tax.
	
	
	
	
	
	
	
	

	
	e) Use appropriate technical help to solve any operational problems.
	
	
	
	
	
	
	
	

	2
Process transactions within the system



	a) Collate, code and classify input data before processing.
	
	
	
	
	
	
	
	

	
	b) Process a wide range of cash and credit transactions in both a service and trading environment.
	
	
	
	
	
	
	
	

	
	c) Use the general journal to make any balance day adjustments for prepayments and accruals.
	
	
	
	
	
	
	
	

	
	d) Review the system outputs to verify the accuracy of data input.
	
	
	
	
	
	
	
	

	
	e) Make adjustments for any detected processing errors. 
	
	
	
	
	
	
	
	

	
	f) Perform an end of financial year rollover.
	
	
	
	
	
	
	
	

	3
Maintain the system
	a) Add any new general ledger accounts, customer, supplier, inventory and fixed asset records, as required.
	
	
	
	
	
	
	
	

	
	b) Maintain and update any existing chart of accounts, customer, supplier, inventory and fixed asset records.
	
	
	
	
	
	
	
	

	
	c) Customise the chart of accounts to meet the reporting requirements of the organisation.
	
	
	
	
	
	
	
	

	4
Produce Reports
	a) Generate reports to indicate the financial performance and financial position of the organisation. 
	
	
	
	
	
	
	
	

	
	b) Generate reports to meet the Goods and Services Tax reporting requirements of the organisation.
	
	
	
	
	
	
	
	

	
	c) Generate reports to ensure that subsidiary ledgers/accounts reconcile with the general ledger.
	
	
	
	
	
	
	
	

	
	d) Generate reports, which ensure that the bank account reconciles with the bank statement, over at least two reporting periods.
	
	
	
	
	
	
	
	

	5
Ensure system integrity
	a) Make regular backups of the system to ensure against loss or corruption of data.
	
	
	
	
	
	
	
	

	
	b) Restore data backups, in the event of loss or corruption of data.
	
	
	
	
	
	
	
	

	
	c) Maintain a secure record of all processed transactions for audit purposes.
	
	
	
	
	
	
	
	


FNSICACC401A
Evaluate and authorise payment requests

Assessment Tool Compliance Document

Certificate IV in Financial Services – Accounting 
FNS40604

	Unit Description
	This unit describes the functions involved in evaluating and authorising payment requests.

	Element
	Performance Criteria
	Assessment tools

	
	
	Test
	Case study
	Observation
	Portfolio
	Oral questions
	Simulations
	Projects
	Demonstration

	1. Verify validity and accuracy of payment request


	(a) Payment requests are matched to order or other supporting information to ensure validity of payment and to comply with internal control requirements 
	
	
	
	
	
	
	
	

	2. 
	(b) Supporting documentation is checked to ensure it is correct and complete 
	
	
	
	
	
	
	
	

	3. 
	(c) Authorisation of request is confirmed in accordance with company policy and procedures 
	
	
	
	
	
	
	
	

	4. 
	(d) Discrepancies are followed up without delay 
	
	
	
	
	
	
	
	

	5. 
	(e) Confirmation of goods and/or services supply is obtained where required to validate request for payment 
	
	
	
	
	
	
	
	

	6. Prepare payment documentation
	(a) All payments are coded and allocated to accounts accurately 
	
	
	
	
	
	
	
	

	7. 
	(b) All payments are matched against invoice or other relevant documentation 
	
	
	
	
	
	
	
	

	8. 
	(c) All documentation is completed in accordance with company policy and procedures 
	
	
	
	
	
	
	
	

	9. Authorise payment
	(a) All payments are authorised accurately and according to company policy and procedures 
	
	
	
	
	
	
	
	

	
	(b) Funds are not released prior to authorisation of payment in accordance with company procedures 
	
	
	
	
	
	
	
	

	
	(c) Payment authorisations are within relevant authority levels and follow relevant company policy and procedures and industry and legislative requirements
	
	
	
	
	
	
	
	


FNSICIND401A
Apply principles of professional practice to work in the financial services industry

Assessment Tool Compliance Document

Certificate IV in Financial Services – Accounting 
FNS40604

	Unit Description
	This unit covers the fundamental skills needed for employment and the application of industry and company procedures, guidelines, policies and standards in a daily work context within the financial services industry. 

	Element
	Performance Criteria
	Assessment tools

	
	
	Test
	Case study
	Observation
	Portfolio
	Oral questions
	Simulations
	Projects
	Demonstration

	1. Identify the scope, sectors and responsibilities of the industry
	(a) External forces impacting on the financial services industry are identified and considered in carrying out activities 
	
	
	
	
	
	
	
	

	2. 
	(b) The main sectors of the financial services industry and the inter-relationship between sectors are identified and considered in carrying out activities 
	
	
	
	
	
	
	
	

	3. 
	(c) The roles and responsibilities of the participants in the financial services industry are identified and considered in carrying out activities 
	
	
	
	
	
	
	
	

	4. Identify and apply financial services industry guidelines, procedures and legislation
	(a) Information on relevant legislation, regulations and codes of practice is collected and analysed and the application to the role in the workplace determined 
	
	
	
	
	
	
	
	

	5. 
	(b) Work practice is clarified and refined in light of relevant legislation, regulations and codes of practice 
	
	
	
	
	
	
	
	

	6. 
	(c) Relevant codes of practice are used to guide an ethical approach to workplace practice and decisions 
	
	
	
	
	
	
	
	

	7. Manage information
	(a) Relevant documents and reports are read, understood and any implications discussed with relevant persons 
	
	
	
	
	
	
	
	

	8. 
	(b) Documents, reports, data and numerical calculations are analysed, checked, evaluated and organised to meet the customer's and/or the organisation's requirements 
	
	
	
	
	
	
	
	

	9. 
	(c) Information is presented in a format appropriate for the audience 
	
	
	
	
	
	
	
	

	10. Plan work to be completed taking into consideration time, resources and other constraints
	(a) Tasks to be done and relevant conditions are determined 
	
	
	
	
	
	
	
	

	11. 
	(b) Work is planned either working alone or with others 
	
	
	
	
	
	
	
	

	12. 
	(c) Work is planned for a given period managing resources, time and priorities 
	
	
	
	
	
	
	
	

	13. 
	(d) Contributions are made to organisation's planning process 
	
	
	
	
	
	
	
	

	14. 
	(e) Changes in technology and work organisation are adapted to 
	
	
	
	
	
	
	
	

	15. Develop and maintain personal competency
	(a) Professional development needs and goals are identified and reviewed on a regular basis 
	
	
	
	
	
	
	
	

	
	(b) Competency, authorisation and licensing requirements are clarified 
	
	
	
	
	
	
	
	

	
	(c) Professional development opportunities that reflect needs and goals are sought and completed in an agreed upon timeframe
	
	
	
	
	
	
	
	


Diploma of Accounting FNS50204

FNSACCT501A
Provide financial and business performance information

Assessment Tool Compliance Document

Diploma of Accounting
FNS50204

	Unit Description
	The unit covers the competency to analysis and report a broad range of financial and business performance information.

	Element
	Performance Criteria
	Assessment tools

	
	
	Test
	Case study
	Observation
	Portfolio
	Oral questions
	Simulations
	Projects
	Demonstration

	1. Assess client needs
	a) Expectations and objectives of client are clarified and confirmed to ensure mutual understanding of client goals.
	
	
	
	
	
	
	
	

	2. 
	b) The client’s specific legal and financial requirements are identified when establishing, structuring and financing a business.
	
	
	
	
	
	
	
	

	3. 
	c) Financial options and processes are discussed with client to develop suitable plans for the provision of information for the achievement of client goals.
	
	
	
	
	
	
	
	

	4. 
	d) Progress of plans is reviewed regularly against agreed criteria and results communicated to client.
	
	
	
	
	
	
	
	

	5. 
	e) Client objectives are monitored to identify changes in client needs.
	
	
	
	
	
	
	
	

	6. 
	f) Feedback on service is regularly obtained, analysed and incorporated into services to client.
	
	
	
	
	
	
	
	

	7. 
	g) Shortfalls in customer service are investigated and proposals for overcoming them are formulated and implemented. 
	
	
	
	
	
	
	
	


	8. Analyse data 
	a) Advice on reliability and accuracy of data is sought from appropriate authorities and sources in accordance with organisational procedures.
	
	
	
	
	
	
	
	

	9. 
	b) Data is compiled in accordance with standard financial reporting requirements.
	
	
	
	
	
	
	
	

	10. 
	c) Revenues and costs are analysed in accordance to standard accounting techniques and consistent with the organisation’s objectives.
	
	
	
	
	
	
	
	

	11. 
	d) All data and reports are analysed in accordance with standard financial analysis techniques.
	
	
	
	
	
	
	
	

	
	e) Data is reconciled to ensure statements are accurate and comply with organisational procedures and statutory requirements.           
	
	
	
	
	
	
	
	

	12. 
	f) Information is evaluated in relation to the financial performance of a business, specifically profitability, efficiency and financial stability.
	
	
	
	
	
	
	
	

	13. 
	g) Further analysis is undertaken to ensure consistency of analysis with clients business and personal objectives
	
	
	
	
	
	
	
	

	14. 
	h) Further evaluation is undertaken to assess the financial potential of the business, its future funding requirements and its statutory obligations.
	
	
	
	
	
	
	
	


	15. Prepare advice
	a) Advice provides client with a realistic view of financial performance and compliance, including significant taxation issues and comparisons of alternative options.
	
	
	
	
	
	
	
	

	16. 
	b) Suitable methods of presentation, language and forms of documentation are used to convey information to client.
	
	
	
	
	
	
	
	

	17. 
	c) Advice identifies how risks, contingencies and future cash flows may be identified and quantified.
	
	
	
	
	
	
	
	

	18. 
	d) Advise client of risk management options.
	
	
	
	
	
	
	
	

	19. 
	e) Clients are advised of rights and obligations.
	
	
	
	
	
	
	
	

	20. 
	f) Advise clients on alternative sources and features of short and long term finance.
	
	
	
	
	
	
	
	


FNSACCT502A
Prepare income tax returns

Assessment Tool Compliance Document

Diploma of Accounting

FNS50204

	Unit Description
	This unit covers the competency to prepare income tax returns for individuals in accordance with statutory requirements

	Element
	Performance Criteria
	Assessment tools

	
	
	Test
	Case study
	Observation
	Portfolio
	Oral questions
	Simulations
	Projects
	Demonstration

	1
Gather and verify data


	a) Current data on assessable income and allowable deductions are gathered from appropriate sources.
	
	
	
	
	
	
	
	

	
	b) Valuations are made, recorded and disclosed in accordance with business policies and procedures.
	
	
	
	
	
	
	
	

	
	c) Discrepancies, unusual features or queries are identified, resolved or referred to the appropriate authority.
	
	
	
	
	
	
	
	

	
	d) Accrued or prepaid income and expenditure is identified and adjustments to the value of assets and liabilities are recorded.
	
	
	
	
	
	
	
	

	2
Calculate taxable income
	a) Liabilities for tax are calculated in accordance with current legislation and revenue gathering practices.
	
	
	
	
	
	
	
	

	
	b) Relevant source documentation is identified correctly. 
	
	
	
	
	
	
	
	

	
	c) Tax returns, statements and claims take full advantage of available benefits and allowances in accordance with statutory requirements.
	
	
	
	
	
	
	
	

	
	d) Returns are prepared within established timelines.
	
	
	
	
	
	
	
	

	3
Review compliance
	a) Relevant returns are submitted to appropriate authorities within stated deadlines.
	
	
	
	
	
	
	
	

	
	b) Current obligations are fulfilled and advice from taxation authorities followed and reported in accordance with statutory requirements.
	
	
	
	
	
	
	
	

	
	c) Statements give a clear indication of impact of taxation on individual.
	
	
	
	
	
	
	
	

	
	d) Tax office enquiries and income tax audit requirements are met.
	
	
	
	
	
	
	
	


FNSACCT503A
Manage budgets and forecasts

Assessment Tool Compliance Document

Diploma of Accounting

 FNS50204

	Unit Description
	This unit covers the competency to prepare and manage complex budgets and forecasts

	Element
	Performance Criteria
	Assessment tools

	
	
	Test
	Case study
	Observation
	Portfolio
	Oral questions
	Simulations
	Projects
	Demonstration

	1
Prepare budgets


	a) Cash, expenditure and revenue items are clearly defined and relevant to identified objectives of the budget.
	
	
	
	
	
	
	
	

	
	b) Budget objectives are clear and consistent with organisational aims and projects.
	
	
	
	
	
	
	
	

	
	c) Discussions and negotiations with stakeholders are conducted in a manner that promotes understanding, goodwill and ongoing co-operation.
	
	
	
	
	
	
	
	

	
	d) Milestones and performance indicators are identified and included in budgets to monitor financial performance.
	
	
	
	
	
	
	
	

	
	e) Annual budgets are broken down into seasonal periods in accordance with operating trends.
	
	
	
	
	
	
	
	

	2
Forecast estimates


	a) Estimates of future cash flow, costs and revenues are realistic and attainable and supported by verifiable evidence and source documentation.
	
	
	
	
	
	
	
	

	
	b) Relevant data for forecasts are identified and changes in circumstances anticipated.
	
	
	
	
	
	
	
	

	
	c) Assumptions and parameters are established and reviewed for accuracy, relevance and compliance with organisational procedures and policies.
	
	
	
	
	
	
	
	

	
	d) Financial risks are identified and protection strategies initiated in accordance with organisational procedures and policies.
	
	
	
	
	
	
	
	

	3
Document budget
	a) Data is presented in a format that is easily understood and appropriate to budget reporting.
	
	
	
	
	
	
	
	

	
	b) Reports are completed within timelines and distributed for specified periods and projects.
	
	
	
	
	
	
	
	

	
	c) Trends, issues and comparisons are identified and reported in a structured format to 
	
	
	
	
	
	
	
	

	
	d) ensure transparency and validity of analysis.
	
	
	
	
	
	
	
	

	
	e) Feasibility is identified by comparison of projections with market growth and development. 
	
	
	
	
	
	
	
	


	4
Monitor budget outcomes
	a) Budget variances are prepared in accordance with organisational procedures.
	
	
	
	
	
	
	
	

	
	b) Budget variances are analysed.
	
	
	
	
	
	
	
	

	
	c) Recommendations based on the analysis are made to client/designated person.
	
	
	
	
	
	
	
	

	
	d) Budget processes are reviewed and implemented as required. 
	
	
	
	
	
	
	
	


FNSACCT504A
Prepare financial reports for a reporting entity

Assessment Tool Compliance Document

Diploma of Accounting
 FNS50204

	Unit Description
	This unit covers the competency to develop and prepare financial reports for reporting entities with one wholly owned subsidiary.

	Element
	Performance Criteria
	Assessment tools

	
	
	Test
	Case study
	Observation
	Portfolio
	Oral questions
	Simulations
	Projects
	Demonstration

	1
Compile data


	a) Data is systematically coded, classified and checked for accuracy and reliability in accordance with organisational policies,  procedures and accounting standards
	
	
	
	
	
	
	
	

	
	b) Conversion and consolidation procedures are used to compile data in accordance with organisational policies and procedures.
	
	
	
	
	
	
	
	

	
	c) Valuations in compliance with relevant accounting standards are recorded
	
	
	
	
	
	
	
	

	
	d) Effects of taxation are identified and recorded
	
	
	
	
	
	
	
	

	2
Prepare reports



	a) Charts, diagrams and supporting data are presented in an appropriate format
	
	
	
	
	
	
	
	

	
	b) Structure and format of reports are clear and conform to statutory requirements and organisational procedures.
	
	
	
	
	
	
	
	

	
	c) Statements and data are error free, comprehensive and comply with statutory requirements and organisational procedures.
	
	
	
	
	
	
	
	


FNBACC05B
Establish and maintain accounting information systems

Assessment Tool Compliance Document

Diploma of Accounting
 FNS50204

	Unit Description
	This unit covers the competency to establish and maintain accounting information systems.

	Element
	Performance Criteria
	Assessment tools

	
	
	Test
	Case study
	Observation
	Portfolio
	Oral questions
	Simulations
	Projects
	Demonstration

	1
Identify record and system requirements

	a) Comprehensive specifications are prepared based on requirements of potential users.
	
	
	
	
	
	
	
	

	
	b) Conflicting requirements are identified and solutions are negotiated prior to and during development process.
	
	
	
	
	
	
	
	

	
	c) Objectives are defined and specifications documented to establish the expected inputs, outputs and means of delivery.
	
	
	
	
	
	
	
	

	
	d) System and record requirements are prioritised according to importance and urgency of user needs.
	
	
	
	
	
	
	
	

	
	e) Security requirements to maintain system integrity are identified and incorporated into the system design.
	
	
	
	
	
	
	
	

	
	f) Features of existing system (if any) and records are reviewed to establish their suitability and useability.
	
	
	
	
	
	
	
	

	
	g) Recording processes are established according to accepted practice and in accordance with Australian Accounting Standards, Company policy and Australian Corporations law, Company Directors, Corporate Governance policies and/or codes of practice.
	
	
	
	
	
	
	
	

	2
Evaluate alternative systems



	a) Features of various systems are compared and measured against user requirements to enable identification of alternative systems and solutions.
	
	
	
	
	
	
	
	

	
	b) Cost/benefit analysis on alternative systems and solutions is carried out and subsequent recommendations are documented.
	
	
	
	
	
	
	
	

	3
Acceptance test system



	a) System is tested in an operational environment to ensure compliance with user requirements, system specifications and with Australian Accounting Standards, Company policy and guidelines, relevant legislation or industry codes of practice.
	
	
	
	
	
	
	
	

	
	b) Formal confirmation from all users is obtained on acceptability of new system/system changes against all criteria and system specifications.
	
	
	
	
	
	
	
	


	4
Prepare system documentation
	a) System documentation is prepared thoroughly and accurately using clear and simple language and in a clear format to enable system implementation and training.
	
	
	
	
	
	
	
	

	
	b) Users are consulted to ensure clarity, accuracy, thoroughness and useability of system documentation.
	
	
	
	
	
	
	
	

	
	c) System documentation is made easily accessible and is constantly reviewed and updated to ensure currency and accuracy.
	
	
	
	
	
	
	
	

	5
Implement reporting systems and records
	a) Implementation is carried out in accordance with specified guidelines and timelines.
	
	
	
	
	
	
	
	

	
	b) Contingency plans are established to deal with potential delays or problems.
	
	
	
	
	
	
	
	

	
	c) Effective training schedules and programs are established to support implementation.
	
	
	
	
	
	
	
	

	
	d) All data is transferred from existing to new/modified system and records without error or loss.
	
	
	
	
	
	
	
	

	
	e) Systems and records are updated regularly to identify on going benefits and threats to the organisation.
	
	
	
	
	
	
	
	

	
	f) Files are maintained within organisational and statutory requirements and discrepancies identified and remedied.
	
	
	
	
	
	
	
	

	
	g) Integrity of systems and records complies with organisational and statutory requirements.
	
	
	
	
	
	
	
	

	
	h) Transactions are monitored to identify taxation and other liabilities.
	
	
	
	
	
	
	
	

	6
Monitor reporting systems
	a) Transactions are analysed and accounted for completely and are correctly related to accounting period.
	
	
	
	
	
	
	
	

	
	b) Processes for recording and classifying transactions are communicated and promoted to support internal verification of records.
	
	
	
	
	
	
	
	

	
	c) Sources of input data and documentation are standardised in structured formats to minimise errors.
	
	
	
	
	
	
	
	

	
	d) Back ups are maintained in accessible location to safeguard data in accordance with organisational and audit requirements.
	
	
	
	
	
	
	
	

	7
Review reporting procedures
	a) Sources of input data and documentation records are systematically checked for accuracy and reliability.
	
	
	
	
	
	
	
	

	
	b) Reporting requirements are established and analysed regularly to identify variations and compliance with established processes for recording and classifying transactions.
	
	
	
	
	
	
	
	

	
	c) Written reports, explanatory notes and financial results are maintained to support source documentation.
	
	
	
	
	
	
	
	


FNSACCT506A
Implement and maintain internal control procedures

Assessment Tool Compliance Document

Diploma of Accounting
 FNS50204

	Unit Description
	This unit covers the competency to implement and maintain internal control procedures

	Element
	Performance Criteria
	Assessment tools

	
	
	Test
	Case study
	Observation
	Portfolio
	Oral questions
	Simulations
	Projects
	Demonstration

	1
Review corporate governance requirements


	a) Corporate governance requirements are identified and analysed to determine application to operations.
	
	
	
	
	
	
	
	

	
	b) Clarifications on application of corporate governance requirements are accessed from authoritative and recognised sources.
	
	
	
	
	
	
	
	

	
	c) Internal control procedures are reviewed and developed reflecting the application of corporate governance requirements to internal operations.
	
	
	
	
	
	
	
	

	2
Implement operating procedures



	a) Financial delegations and accountabilities are maintained and reviewed to ensure consistency and compliance with internal control procedures.
	
	
	
	
	
	
	
	

	
	b) Required reports are produced, reviewed and distributed within agreed timelines.
	
	
	
	
	
	
	
	

	
	c) Timetables for the implementation of corporate governance requirements are developed in consultation with stakeholders.
	
	
	
	
	
	
	
	

	
	d) Internal control procedures are detailed and documented in standardised formats to promote consistency of use.
	
	
	
	
	
	
	
	

	3
Monitor policy 
	a) Applications of corporate governance requirements are developed from published sources or recognised practices.
	
	
	
	
	
	
	
	

	
	b) Performance indicators are developed and reported on to evaluate compliance with internal control procedures.
	
	
	
	
	
	
	
	

	
	c) Variations in adoption of corporate governance requirements in operations are identified and evaluated to determine causes.
	
	
	
	
	
	
	
	

	
	d) Modifications to procedures are developed and implemented to facilitate compliance with internal control procedures.
	
	
	
	
	
	
	
	


FNSACCT507A
Prepare and analyse management accounting information

Assessment Tool Compliance Document

Diploma of Accounting
 FNS50204

	Unit Description
	This unit covers the competency to calculate, record and analyse the costs of products, services and other organisational activities.

	Element
	Performance Criteria
	Assessment tools

	
	
	Test
	Case study
	Observation
	Portfolio
	Oral questions
	Simulations
	Projects
	Demonstration

	1
Gather and record operating and cost data


	a) Systems to generate cost and operating data are established
	
	
	
	
	
	
	
	

	
	b) Systems to determine cost and operating standards are established
	
	
	
	
	
	
	
	

	
	c) Data is systematically coded, classified and checked for accuracy and reliability in accordance with organisational policies and procedures
	
	
	
	
	
	
	
	

	2
Analyse data


	a) Costs are assigned to specified products, services, projects, organisational units, customers, distribution channel, market segments and other cost objects
	
	
	
	
	
	
	
	

	
	b) Data is reconciled to ensure calculations are accurate and comply with organisational procedures
	
	
	
	
	
	
	
	

	
	c) Variance analysis is used to review the effectiveness of the cost assignment process
	
	
	
	
	
	
	
	

	
	d) Interpretation of revenues and costs is supported by valid analysis and is consistent with the organisation’s objectives
	
	
	
	
	
	
	
	

	3
Prepare cost reports and budgets
	a) Cost information and organisational activities advice is sought from all sections of the organization when formulating reports and budgets
	
	
	
	
	
	
	
	

	
	b) Structure and format of reports and budgets are clear and conform to routine and ad hoc management information requirements
	
	
	
	
	
	
	
	

	
	c) Comprehensive variances against budget and standards are identified, and prioritised for review and decisions making
	
	
	
	
	
	
	
	

	
	d) Reports are error free, comprehensive and comply with routine and ad hoc management requirements and organisational practices
	
	
	
	
	
	
	
	

	4
Analyse cost reports and budgets
	a) Variances against budget are interpreted and discussed in consultation with relevant sections of the organization
	
	
	
	
	
	
	
	

	
	b) Outcomes from variance reviews are assessed and recommendations made for further actions where required, including revisions to cost and activity standards
	
	
	
	
	
	
	
	

	
	c) Cost and process information is reviewed for value-adding and nonvalued-adding activities, and recommendations made for further actions
	
	
	
	
	
	
	
	

	
	d) Reports and budgets on specified products, services, projects, organisational units, customers, market segments and other cost objects are assessed against the organisation’s objectives, and recommendations made for further actions
	
	
	
	
	
	
	
	


FNSICORG509A - Maintain integrity of financial systems

Assessment Tool Compliance Document

Diploma of Accounting – FNS50204

	Unit Description
	This unit describes those functions associated with the maintenance of accounting systems, including the general ledger. 

	Element
	Performance Criteria
	Assessment tools

	
	
	Test
	Case study
	Observation
	Portfolio
	Oral questions
	Simulations
	Projects
	Demonstration

	1. Reconcile general ledger accounts
	(a) General ledger is reconciled accurately and regularly to subsidiary ledgers as determined by organisation's policies and procedures 
	
	
	
	
	
	
	
	

	2. 
	(b) Outstanding items on reconciliation are resolved and corrections are made to the relevant accounts to ensure the integrity of the financial systems 
	
	
	
	
	
	
	
	

	3. 
	(c) Bank accounts are reconciled and suspense accounts are cleared to ensure reliability of the general ledger 
	
	
	
	
	
	
	
	

	4. 
	(d) Completed reconciliation is authorised by appropriate personnel according to organisation's policies and procedures 
	
	
	
	
	
	
	
	

	5. Reconcile general ledger to related systems
	(a) Related system entries are processed promptly 
	
	
	
	
	
	
	
	

	6. 
	(b) Interfaces from related systems are reconciled accurately in accordance with organisation's policies and procedures 
	
	
	
	
	
	
	
	

	7. 
	(c) Validity and accuracy of related systems is verified to maintain integrity of accounting systems 
	
	
	
	
	
	
	
	

	8. Back-up systems
	(a) System back-up follows organisation schedule precisely 
	
	
	
	
	
	
	
	

	9. 
	(b) Back-ups are verified and stored in accessible location to protect integrity of system information and in accordance with audit and security requirements 
	
	
	
	
	
	
	
	

	10. Monitor and review integrity of financial systems
	(a) Processes are established to regularly monitor financial systems to ensure reliability, integrity and compliance with relevant regulations 
	
	
	
	
	
	
	
	

	11. 
	(b) Variations from organisation's policies and procedures are identified and assessed to determine impact on financial system and actions required 
	
	
	
	
	
	
	
	

	12. 
	(c) User feedback is encouraged and reviewed to determine impact on financial system and actions required 
	
	
	
	
	
	
	
	

	13. Update systems for management requirements and regulations
	(a) Estimates of costs associated with changes are made in order to assess cost effectiveness 
	
	
	
	
	
	
	
	

	
	(b) System updates are tested to ensure they reflect changed requirements 
	
	
	
	
	
	
	
	

	
	(c) Update is comprehensive and maintains integrity of accounting systems 
	
	
	
	
	
	
	
	

	
	(d) Changes are applied consistently to all affected systems to ensure report information remains valid 
	
	
	
	
	
	
	
	

	
	(e) Changed or updated documentation is circulated without delay to ensure all relevant parties are fully informed of variations
	
	
	
	
	
	
	
	


FNSICORG510A - Manage own professional development

Assessment Tool Compliance Document

Diploma of Accounting 
FNS50204

	Unit Description
	This competency standard covers the skills and knowledge required for financial market participants to effectively manage their own performance and take responsibility for their professional development. 

	Element
	Performance Criteria
	Assessment tools

	
	
	Test
	Case study
	Observation
	Portfolio
	Oral questions
	Simulations
	Projects
	Demonstration

	1. Determine and monitor development needs
	(a) Relevant occupational competency standards and other benchmarks are reviewed to identify industry and organisational professional performance standards and requirements 
	
	
	
	
	
	
	
	

	2. 
	(b) Own competence skill gaps and key areas for development with regard to the provision of financial products and/or services are assessed against competency criteria 
	
	
	
	
	
	
	
	

	3. 
	(c) Feedback from relevant persons is compared with own assessment of performance and used to identify development needs to improve personal professional competence 
	
	
	
	
	
	
	
	

	4. 
	(d) Skills development needs are identified through a process of continuous review to contribute toinnovation and best practice service delivery across the financial sector 
	
	
	
	
	
	
	
	

	5. Develop and maintain competence
	(a) A personal professional development plan is designed which reflects identified needs and objectives in accordance with relevant authorisation and licensing requirements 
	
	
	
	
	
	
	
	

	6. 
	(b) Personal development strategies suitable to individual learning styles are selected and used to maintain currency of professional development and competence 
	
	
	
	
	
	
	
	

	7. 
	(c) Personal performance and progress is reviewed with relevant persons to determine the efficiency and effectiveness of own professional development and competence 
	
	
	
	
	
	
	
	

	8. 
	(d) Information regarding competency development is documented and maintained in accordance with organisational requirements 
	
	
	
	
	
	
	
	

	9. Improve professional practice
	(a) Professional networks and associations are participated in to identify and build relationships to provide benefit and positive outcomes for individuals and the organisation 
	
	
	
	
	
	
	
	

	
	(b) New developments and trends across the finance sector are identified and the associated knowledge and skills acquired are applied to improve current processes and practices 
	
	
	
	
	
	
	
	

	
	(c) Ethical and competent performance is developed to maintain positive relationships with relevant persons 
	
	
	
	
	
	
	
	

	
	(d) Opportunities for improving professional practices and services are identified through the use of continuous improvement techniques and processes
	
	
	
	
	
	
	
	


FNSICORG516A - Prepare financial reports to meet statutory requirements

Assessment Tool Compliance Document

Diploma of Accounting 
FNS50204

	Unit Description
	This unit describes the functions involved in preparing financial reports to meet statutory requirements. 

	Element
	Performance Criteria
	Assessment tools

	
	
	Test
	Case study
	Observation
	Portfolio
	Oral questions
	Simulations
	Projects
	Demonstration

	1. Identify statutory requirements for reports
	(a) Information on statutory rules are regularly and comprehensively reviewed to ensure all requirements for reporting are planned for and met in the required manner 
	
	
	
	
	
	
	
	

	2. 
	(b) Sources of data are constantly reviewed to remain aware of changes and amendments 
	
	
	
	
	
	
	
	

	3. 
	(c) Existing reports are used as a guideline for content and format where available 
	
	
	
	
	
	
	
	

	4. Plan for provision of reports
	(a) Timelines are established in order to meet report deadlines 
	
	
	
	
	
	
	
	

	5. 
	(b) Communication of data requirements to internal users is unambiguous and timely 
	
	
	
	
	
	
	
	

	6. 
	(c) Lead times are set that ensure adequate time is available and allowance is made for contingencies 
	
	
	
	
	
	
	
	

	7. Analyse and consolidate reports
	(a) Reports are reviewed to ensure accuracy with internal accounting records and completeness of data 
	
	
	
	
	
	
	
	

	8. 
	(b) Reports are reviewed and cross-referenced against detailed statutory requirements 
	
	
	
	
	
	
	
	

	9. 
	(c) Explanation of report results is justified where necessary in required format 
	
	
	
	
	
	
	
	

	10. 
	(d) Reports are prepared in an accurate, timely and thorough manner 
	
	
	
	
	
	
	
	

	11. 
	(e) Reports are prepared with a detailed and clear audit trail to ensure comprehensive financial monitoring may be carried out 
	
	
	
	
	
	
	
	

	12. Submit reports for authorisation
	(a) All reports comply fully with auditor requirements 
	
	
	
	
	
	
	
	

	13. 
	(b) All required sign-offs/approvals and authorisations are obtained from responsible parties 
	
	
	
	
	
	
	
	

	14. Distribute reports
	(a) Reports are distributed to all parties in a timely manner 
	
	
	
	
	
	
	
	

	
	(b) Confirmation of receipt of reports is obtained in order to complete company record of compliance
	
	
	
	
	
	
	
	


FNSICORG517A - Prepare financial forecasts and projections

Assessment Tool Compliance Document

Diploma of Accounting 
FNS50204

	Unit Description
	This unit describes the functions involved in preparing financial forecasts and projections

	Element
	Performance Criteria
	Assessment tools

	
	
	Test
	Case study
	Observation
	Portfolio
	Oral questions
	Simulations
	Projects
	Demonstration

	1. Identify assumptions and parameters
	(a) Business plans and exception reports are reviewed to identify and resolve conflicts in assumptions 
	
	
	
	
	
	
	
	

	2. 
	(b) Assumptions and parameters are reviewed to ensure compliance with company policy and procedures 
	
	
	
	
	
	
	
	

	3. 
	(c) Current and historical financial reports are examined to establish trends 
	
	
	
	
	
	
	
	

	4. 
	(d) External environment is examined to gain an objective overview 
	
	
	
	
	
	
	
	

	5. Issue instructions and relevant aids for preparation of forecasts and projections
	(a) Instructions issued are clear and unambiguous and comply with company format to ensure ease of use and consistency of interpretation 
	
	
	
	
	
	
	
	

	6. 
	(b) Types of business are identified to enable effective models to be selected 
	
	
	
	
	
	
	
	

	7. 
	(c) Training is provided to ensure comprehensive understanding and effective use of financial models by users 
	
	
	
	
	
	
	
	


	8. Collect, consolidate, model and analyse data
	(a) Data is reviewed to ensure consistency with actual results and model used 
	
	
	
	
	
	
	
	

	9. 
	(b) Analysis results are documented in a clear and unambiguous way 
	
	
	
	
	
	
	
	

	10. 
	(c) Data collected are reliable, valid, complete and comprehensive 
	
	
	
	
	
	
	
	

	11. 
	(d) Processing is completed in accordance with established timetable 
	
	
	
	
	
	
	
	

	12. 
	(e) Data are consolidated in a logical structured format that enables ready analysis 
	
	
	
	
	
	
	
	

	13. Document results and obtain approval
	(a) Results are documented in a clear and understandable manner 
	
	
	
	
	
	
	
	

	
	(b) Documented results are in a format suitable to meet needs of target users 
	
	
	
	
	
	
	
	

	
	(c) All approvals are obtained in accordance with management objectives, financial and company policies 
	
	
	
	
	
	
	
	

	
	(d) Results are distributed within timetable and according to company policy
	
	
	
	
	
	
	
	


Advanced Diploma of Accounting FNS60204

FNSACCT601A
Prepare complex tax returns and lodgements

Assessment Tool Compliance Document

Advanced Diploma of Accounting
FNS60204

	Unit Description
	This unit covers the competency to analyse taxation related data and prepare complex taxation returns and lodgements

	Element
	Performance Criteria
	Assessment tools

	
	
	Test
	Case study
	Observation
	Portfolio
	Oral questions
	Simulations
	Projects
	Demonstration

	1
Identify taxation requirements for complex lodgements and returns
	a) Organisational structure of the taxation entity is identified
	
	
	
	
	
	
	
	

	
	b) Taxation parameters of the organisation are determined
	
	
	
	
	
	
	
	

	
	c) Lodgement schedule requirements are established
	
	
	
	
	
	
	
	

	2
Gather and analyse taxation related data
	a) Accounting reports relevant to taxation requirements are identified and collected

	
	
	
	
	
	
	
	

	
	b) Accounting information is analysed to determine relevant taxation elements
	
	
	
	
	
	
	
	

	3
Process data and prepare tax returns and lodgements
	a) Data is processed to comply with the relevant taxation format
	
	
	
	
	
	
	
	

	
	b) Returns and lodgements are prepared in accordance with Australian Taxation Office requirements
	
	
	
	
	
	
	
	

	4
Review taxation lodgement compliance
	a) Lodgements and returns are submitted for authorisation by an approved person within the stated deadlines
	
	
	
	
	
	
	
	

	
	b) Taxation preparation procedures are reviewed to determine their efficiency and effectiveness
	
	
	
	
	
	
	
	

	
	c) Recommendations arising from the review are made to enable more efficient organisational structures and procedures for taxation purposes
	
	
	
	
	
	
	
	

	
	d) Tax office enquiries and taxation audit requirements are met
	
	
	
	
	
	
	
	


FNSACCT602A
Audit and report on financial systems and records

Assessment Tool Compliance Document

Advanced Diploma of Accounting
FNS60204

	Unit Description
	This unit covers the competency to supervise an audit of financial systems and prepare the appropriate reports.

	Element
	Performance Criteria
	Assessment tools

	
	
	Test
	Case study
	Observation
	Portfolio
	Oral questions
	Simulations
	Projects
	Demonstration

	1
Assess options
	a) Statutory requirements are identified from assessment of terms of reference and client objectives and obligations.
	
	
	
	
	
	
	
	

	
	b) Client activities and procedures are reviewed and analysed to establish familiarity with systems and guide the selection of appropriate audit methodologies.
	
	
	
	
	
	
	
	

	
	c) Audit methodologies are developed to identify significant features of the audit and establish criteria for conducting the audit in accordance with professional auditing standards.
	
	
	
	
	
	
	
	

	2     
Identify information sources
	a) Audit data sources are identified from evaluation of organisation’s information systems. 
	
	
	
	
	
	
	
	

	
	b) Audit lines of inquiry are created to support audit objectives and reduce audit risk to an acceptable level.


	
	
	
	
	
	
	
	

	3     Determine audit strategies
	a) Knowledge of the client is established from the economy, the industry and the client’s business.
	
	
	
	
	
	
	
	

	
	b) Client’s inherent risk is assessed through value chain risk analysis.
	
	
	
	
	
	
	
	

	
	c) Internal control procedures are identified through discussion with the client and established professional standards.
	
	
	
	
	
	
	
	

	
	d) Audit methodologies use established sampling and selection techniques in a manner consistent with the internal control procedures and substantive testing.


	
	
	
	
	
	
	
	

	4    Schedule resources and timelines and monitor progress
	a) Timeframes are established and personnel allocated to functions and tasks based on audit lines of inquiry.
	
	
	
	
	
	
	
	

	
	b) Resource use is reviewed regularly and intermittent reports developed and monitored.
	
	
	
	
	
	
	
	

	
	c) Resource allocations and timeframes are adjusted through discussion and agreement with the client and in accordance with professional accounting standards.
	
	
	
	
	
	
	
	

	
	d) Resourcing needs and the allocation of personnel, time and equipment are assessed and identified within the scope of the audit methodology.


	
	
	
	
	
	
	
	

	5     Review data
	a) Significant strengths and weaknesses are identified in the controls and ranked in accordance to audit objectives.
	
	
	
	
	
	
	
	

	
	b) Evidence on systems and controls under review is obtained and evaluated using established testing procedures and in accordance with criteria identified in audit methodology.
	
	
	
	
	
	
	
	

	
	c) Management assertions are tested to achieve audit objectives


	
	
	
	
	
	
	
	

	6     Verify statements
	a) Sufficient appropriate audit evidence has been gathered as a basis for an opinion.
	
	
	
	
	
	
	
	

	
	b) Financial statements are verified as materially misstated or not.


	
	
	
	
	
	
	
	

	7    
Determine reporting formats
	a) Operational functions, services and systems are identified and documented in accordance with standard formats.
	
	
	
	
	
	
	
	

	
	b) Format is consistent with documentation requirements of the auditor and professional auditing standards.
	
	
	
	
	
	
	
	

	
	c) Audit opinions, including recommendations, are formulated and provided to the client in an established and acceptable format.


	
	
	
	
	
	
	
	


FNBACC10B
Implement tax plans and evaluate tax compliance

Assessment Tool Compliance Document

Advanced Diploma of Accounting
FNS60204

	Unit Description
	This unit covers the competency to implement tax plans and evaluate tax compliance.



	Element
	Performance Criteria
	Assessment tools

	
	
	Test
	Case study
	Observation
	Portfolio
	Oral questions
	Simulations
	Projects
	Demonstration

	1
Assess tax liabilities
	a) Organisational and operational tax liabilities are identified by analysis of external and internal taxable transactions.
	
	
	
	
	
	
	
	

	
	b) History and trends in obligations arising from organisational transactions are quantified using standard accounting techniques.
	
	
	
	
	
	
	
	

	
	c) Data from transactions are analysed to resolve ambiguities and determine the nature of taxation options.
	
	
	
	
	
	
	
	

	
	d) Effects of taxes are analysed and scheduled by assessing methods of determination, tax bases and timing of incidence.
	
	
	
	
	
	
	
	

	2
Optimise tax positions
	a) Implications of obligations on operations and structures are assessed to develop a range of treatments and responses.
	
	
	
	
	
	
	
	

	
	b) Financial management strategies are developed to ensure the alignment of cash flow with incidence and schedules of tax payments.
	
	
	
	
	
	
	
	

	
	c) Trends in tax liabilities are analysed and monitored to develop a history of obligations and compliance.
	
	
	
	
	
	
	
	


	3
Establish processes and plans
	a) Management plans and record keeping systems are developed to implement financial management strategies and ensure the maintenance of an audit trail.
	
	
	
	
	
	
	
	

	
	b) Management processes are documented to ensure they promote standard application of compliance requirements.
	
	
	
	
	
	
	
	

	
	c) Taxation liabilities are derived from income and expenditure estimates using standard accounting techniques.
	
	
	
	
	
	
	
	

	
	d) Budgets are prepared in accordance with estimates and reviewed to ensure ongoing relevance of liability estimates
	
	
	
	
	
	
	
	

	4
Evaluate tax policies
	a) Variances between liabilities and taxation plans are analysed to identify errors in tax strategies.
	
	
	
	
	
	
	
	

	
	b) Performance of tax liabilities in similar or related organisations and operations are monitored and evaluated to measure tax effectiveness and prepare benchmarks and standards.
	
	
	
	
	
	
	
	

	
	c) Data is reviewed for accuracy, completeness and reliability of assumptions in liability projections.
	
	
	
	
	
	
	
	

	5
Review tax compliance
	a) The achievement of performance indicators is assessed and reviewed against key result areas.
	
	
	
	
	
	
	
	

	
	b) Taxation preparation processes are monitored and reviewed in line with professional taxation and accounting standards requirements.
	
	
	
	
	
	
	
	

	
	c) Failures in compliance are analysed to diagnose shortcomings and to remedy processes in line with taxation authorities requirements.
	
	
	
	
	
	
	
	


FNBACC11B
Monitor corporate governance activities

Assessment Tool Compliance Document

Advanced Diploma of Accounting
FNS60204

	Unit Description
	This unit covers the competency to develop and implement processes and procedures for meeting corporate governance obligations.

	Element
	Performance Criteria
	Assessment tools

	
	
	Test
	Case study
	Observation
	Portfolio
	Oral questions
	Simulations
	Projects
	Demonstration

	1
Research corporate governance reporting trends
	a) Organisational practices are analysed to identify corporate governance obligations and performance.
	
	
	
	
	
	
	
	

	
	b) Queries from statutory and other regulatory authorities for corporate governance failure are examined to assess the change effects on internal control procedures.
	
	
	
	
	
	
	
	

	
	c) Content and structure of reports, returns and processes for review are assessed to evaluate policies being followed by organisation.
	
	
	
	
	
	
	
	

	2
Determine processes for corporate governance adherence
	a) Internal control procedures are analysed and monitored to determine performance indicators for compliance with corporate governance requirements.
	
	
	
	
	
	
	
	

	
	b) Information technology systems are evaluated to determine their use and suitability for recording data from operations and transactions for corporate governance obligations.
	
	
	
	
	
	
	
	

	
	c) Management processes to support corporate governance are established.
	
	
	
	
	
	
	
	

	
	d) Reporting plans are established to ensure completion of compliance requirements within scheduled timeframes.
	
	
	
	
	
	
	
	

	3
Examine corporate governance standards and practices
	a) Application of and adherence to professional and legal accounting standards is monitored to identify emerging trends and interpretations of statutory and other regulatory requirements.
	
	
	
	
	
	
	
	

	
	b) Audit reports and practices are researched to assess methodologies and recommendations.
	
	
	
	
	
	
	
	

	4
Review corporate governance compliance
	a) The achievement of performance indicators is assessed and reviewed against key result areas.
	
	
	
	
	
	
	
	

	
	b) Compliance preparation processes are monitored and reviewed in line with corporate governance requirements.
	
	
	
	
	
	
	
	

	
	c) Failures in compliance are analysed to diagnose shortcomings and to remedy processes in line with corporate governance requirements.
	
	
	
	
	
	
	
	


FNSACCT605A
Implement organisational improvement programs

Assessment Tool Compliance Document

Advanced Diploma of Accounting
FNS60204

	Unit Description
	This unit covers the competency to analyse and promote organisational improvements in resources management.

	Element
	Performance Criteria
	Assessment tools

	
	
	Test
	Case study
	Observation
	Portfolio
	Oral questions
	Simulations
	Projects
	Demonstration

	1
Review programs
	a) Program costs and estimates are compared with budget allocations and financial projections.
	
	
	
	
	
	
	
	

	
	b) Impact of revenue, cost and operational changes on program together with project completion costs plus program objectives are analysed and estimated using standard financial analysis and resource management techniques.
	
	
	
	
	
	
	
	

	
	c) Program outcomes and performance are evaluated against objectives to identify variations, contingencies, and scope for review and development.
	
	
	
	
	
	
	
	

	
	d) Financing options, including costs and timeframes and expected returns are assessed against program goals and objectives.
	
	
	
	
	
	
	
	

	2
Contribute to strategic development
	a) Long term financial and resource management objectives are developed to support organisational goals and aims.
	
	
	
	
	
	
	
	

	
	b) Trends and environmental factors are identified through consultation and using standard financial analysis and resource management techniques.
	
	
	
	
	
	
	
	

	
	c) Realistic assessments are made of financial and resource management implications of external influencing factors on future objectives and present position.
	
	
	
	
	
	
	
	

	
	d) Organisational strengths and weaknesses are evaluated against external relationships and environmental factors.
	
	
	
	
	
	
	
	

	3
Develop options for improvement
	a) Causes of variations in projected organisational outcomes are identified and appropriate contingency plans are developed and implemented to minimise losses.
	
	
	
	
	
	
	
	

	
	b) Organisational plans are regularly reviewed to encompass changes to operational environment and assess factors influencing achievement of objectives.
	
	
	
	
	
	
	
	

	
	c) Improvement options are identified and evaluated against organisational weaknesses.
	
	
	
	
	
	
	
	

	4
Establish systems to support change
	a) Strategic reviews monitor program allocations including analysis of resource management needs, information technology needs and management processes.
	
	
	
	
	
	
	
	

	
	b) Expenditure and revenue items are monitored to ensure compliance with budget and variations identified.
	
	
	
	
	
	
	
	

	
	c) Aims and goals of identified changes are communicated systematically to staff and personnel using recognised communication processes and techniques.
	
	
	
	
	
	
	
	

	
	d) Information on changes is readily available and procedures and guidelines are developed to promote absorption of changes into organisational practices.
	
	
	
	
	
	
	
	


FNBACC13B
Conduct internal audit

Assessment Tool Compliance Document

Advanced Diploma of Accounting
FNS60204

	Unit Description
	This unit covers the competency to evaluate the efficiency and effectiveness of information systems, assess the organisation’s risks and risk responses and develop plans for implementing improved systems.

	Element
	Performance Criteria
	Assessment tools

	
	
	Test
	Case study
	Observation
	Portfolio
	Oral questions
	Simulations
	Projects
	Demonstration

	1
Evaluate information systems
	a) System specifications are evaluated against user requirements and feedback to identify redundancies and constraints, and capacities of information technology.
	
	
	
	
	
	
	
	

	
	b) Hardware and software needs are identified from assessment of available products and services.
	
	
	
	
	
	
	
	

	
	c) Possible uses and handling of accounting data are evaluated in consultation with users to determine security requirements.
	
	
	
	
	
	
	
	

	
	d) Organisational procedures and policies are analysed to evaluate scope of strategies for risk management, internal control of expenditure and compliance with statutory requirements. 
	
	
	
	
	
	
	
	

	
	e) Enquiries regarding use of systems are monitored and recorded to ensure ongoing evaluation.


	
	
	
	
	
	
	
	

	2
Develop implementation plans
	a) Principles, procedures and processes arising from internal control systems are examined to determine implementation issues relevant to organisational processes.
	
	
	
	
	
	
	
	

	
	b) Strengths and weaknesses of organisational processes, including present and future capacities are analysed and incorporated in the implementation plan.
	
	
	
	
	
	
	
	

	
	c) Implementation is designed to cover outcomes, resource use, costs and the achievement and maintenance of professional accounting standards.
	
	
	
	
	
	
	
	

	
	d) Schedules are realistic and feasible in the context of the organisation’s short and long term objectives.
	
	
	
	
	
	
	
	

	3
Review resource use
	a) Sources of data input are monitored to identify influences and variations in returns and costs.
	
	
	
	
	
	
	
	

	
	b) Estimates of stock levels are monitored and reviewed to ensure appropriate stocking and ordering of materials and inventory items.
	
	
	
	
	
	
	
	

	
	c) Records of resource use are compared with unit cost estimates to evaluate projected costs.
	
	
	
	
	
	
	
	

	
	d) Factors influencing resource use in the future are analysed to assess impact on operations and objectives.


	
	
	
	
	
	
	
	

	4
Monitor plans 
	a) Implementation is adjusted to take account of emerging external influences and the establishment of alternative targets.
	
	
	
	
	
	
	
	

	
	b) Costs of plans are monitored and controlled by evaluating net benefits to operations from the allocation of resources.
	
	
	
	
	
	
	
	

	
	c) Internal control systems are adjusted to ensure the maintenance and achievement of accounting standards.


	
	
	
	
	
	
	
	


FNSACCT607A
Evaluate business performance

Assessment Tool Compliance Document

Advanced Diploma of Accounting
FNS60204

	Unit Description
	This unit covers the competency to determine the performance of an organisation’s business operations.

	Element
	Performance Criteria
	Assessment tools

	
	
	Test
	Case study
	Observation
	Portfolio
	Oral questions
	Simulations
	Projects
	Demonstration

	1
Analyse trends in performance
	a) Data relating to program and organisational performance are gathered and analysed using standard accounting techniques to identify past, current and future performance.
	
	
	
	
	
	
	
	

	
	b) Variations from targets and divergences from trends are researched and evaluated to determine margins of errors and/or repeating patterns.
	
	
	
	
	
	
	
	

	
	c) Trends in performance are assessed in terms of organisational short and long-term objectives.
	
	
	
	
	
	
	
	

	2
Develop performance indicators
	a) Performance indicators are developed that link organisational processes, resource uses and organisational objectives to environmental factors.
	
	
	
	
	
	
	
	

	
	b) Performance indicators are developed using processes that are planned, inclusive and realistic within available timeframes and resources.
	
	
	
	
	
	
	
	

	
	c) Components of performance indicators are regularly reviewed for relevance against performance trends and organisational capacities.
	
	
	
	
	
	
	
	

	3
Identify options for improvement
	a) Factors inhibiting performance are identified, minimised or eliminated.
	
	
	
	
	
	
	
	

	
	b) Organisational programs are reviewed to include factors that promote performance in line with available resources.
	
	
	
	
	
	
	
	

	
	c) Value is added through the use of standard financial management techniques such as capital budgeting.
	
	
	
	
	
	
	
	

	
	d) Communication strategies are developed and implemented to facilitate the extension of improvement options in line with operational goals and needs.
	
	
	
	
	
	
	
	


FNSACCT608A
Evaluate organisation’s financial performance

Assessment Tool Compliance Document

Advanced Diploma of Accounting
FNS60204

	Unit Description
	This unit covers the competency to analyse and estimate an organisation’s financial position and performance.

	Element
	Performance Criteria
	Assessment tools

	
	
	Test
	Case study
	Observation
	Portfolio
	Oral questions
	Simulations
	Projects
	Demonstration

	1
Evaluate returns to operations
	a) Cash flow and profitability patterns are trended to identify current position and expected returns from investments and projected operations.
	
	
	
	
	
	
	
	

	
	b) Averaged returns are disaggregated to assess strengths and weaknesses in organisational performance.
	
	
	
	
	
	
	
	

	
	c) Investment returns are evaluated against risk, profit and capital budget requirements 
	
	
	
	
	
	
	
	

	2
Determine long and short term needs
	a) Resources required by organisation to meet short and long term obligations are identified and costed using standard financial analysis techniques.
	
	
	
	
	
	
	
	

	
	b) Financial priorities are established and reviewed based on reported performance and identified trends, organisational objectives and expected returns to operations and investments.
	
	
	
	
	
	
	
	

	
	c) Financial options review and analyse a range of possible assets and liabilities to optimise the capital mix required to support operations and trading needs.
	
	
	
	
	
	
	
	

	
	d) Organisational policies and procedures for expenditures and investments are evaluated to ensure relevance to changing personnel profiles.
	
	
	
	
	
	
	
	

	
	e) Debt to equity targets are analysed in terms of organisation’s expected performance and established in line with organisational objectives using standard accounting techniques.
	
	
	
	
	
	
	
	

	3
Review performance
	a) Forecasts are justifiable given observed trends, information, events and assumptions.
	
	
	
	
	
	
	
	

	
	b) Standard errors are calculated to produce levels of accuracy suitable for planning purposes.
	
	
	
	
	
	
	
	

	
	c) Forecasts are reviewed regularly in line with actual performance and alternative sources of information.
	
	
	
	
	
	
	
	

	
	d) Risk strategies are assessed for long-term viability and harmonised with short-term goals and obligations.
	
	
	
	
	
	
	
	


FNSACCT609A
Evaluate financial risk

Assessment Tool Compliance Document

Advanced Diploma of Accounting
FNS60204

	Unit Description
	This unit covers the competency to identify, assess and manage the risks associated with an organisation’s cash flow or assets and securities.

	Element
	Performance Criteria
	Assessment tools

	
	
	Test
	Case study
	Observation
	Portfolio
	Oral questions
	Simulations
	Projects
	Demonstration

	1
Assess financial risk exposure
	a) Magnitude and volatility of risks are measured to determine the extent of risk exposure and the implications for financial strategies.
	
	
	
	
	
	
	
	

	
	b) Key factors supporting or driving risk exposure are identified and timeframes established to monitor and improve performance.
	
	
	
	
	
	
	
	

	
	c) Short and long term financial outcomes and projections are compared with actual cash flows using standard financial analysis techniques to determine effects on liquidity and budget adjustments.
	
	
	
	
	
	
	
	

	2
Develop risk management processes
	a) Risk management options include assessments of alternatives, criteria for success, and estimates of long and short-term effects.
	
	
	
	
	
	
	
	

	
	b) Strategies are developed using standard financial analysis techniques to identify financial flows, trends in returns and adjustments in asset values.
	
	
	
	
	
	
	
	

	
	c) Financial recording systems are established to monitor and evaluate changes in market conditions and business needs using a range of data sources.
	
	
	
	
	
	
	
	

	
	d) Risk management strategy optimises the mix of asset structures and liabilities in operations and ensures flexibility to meet changing environments.
	
	
	
	
	
	
	
	

	3
Analyse financial histories
	a) Financial performance is evaluated using trends and patterns that identify the magnitude and volatility of financial exposures.
	
	
	
	
	
	
	
	

	
	b) Long and short-term financial outcomes are compared with forecasted outcomes to assess variances and parameters in performance and the reliability of financial advice.
	
	
	
	
	
	
	
	

	
	c) Incidents and factors increasing or diminishing financial performance are identified and analysed using standard financial analysis techniques.


	
	
	
	
	
	
	
	

	4
Establish processes to minimise risks
	a) Recording systems to monitor financial outcomes are developed and reviewed to guide and document decision-making.
	
	
	
	
	
	
	
	

	
	b) Inventories are maintained and established to ensure up-to-date records on the value of assets and liabilities.
	
	
	
	
	
	
	
	

	
	c) The contribution of organisational attitudes to risk taking is assessed and incorporated in risk analysis process.
	
	
	
	
	
	
	
	

	
	d) Parameters for variances in financial outcomes are developed, reviewed and communicated to support financial decision-making.
	
	
	
	
	
	
	
	


FNSACCT610A
Develop and implement financial strategies

Assessment Tool Compliance Document

Advanced Diploma Of Accounting
 FNS60204

	Unit Description
	This unit covers the competency to develop and implement long term plans for the optimisation of financial outcomes for an organisation.

	Element
	Performance Criteria
	Assessment tools

	
	
	Test
	Case study
	Observation
	Portfolio
	Oral questions
	Simulations
	Projects
	Demonstration

	1
Review data
	a) Costs of and returns from assets and liabilities are analysed using standard accounting techniques to identify extent of debt and equity financing.
	
	
	
	
	
	
	
	

	
	b) Data identifies costs of different forms of capital to the organisation.
	
	
	
	
	
	
	
	

	
	c) Asset and liability estimates and valuation criteria are standardised and regularly adjusted in line with changes to environmental factors.
	
	
	
	
	
	
	
	

	2
Determine options
	a) Long and short-term periods are established for the organisation by reference to strategic goals, cash flow requirements and operational objectives.
	
	
	
	
	
	
	
	

	
	b) Long term financing requirements are identified and costed in line with the organisation’s expected revenue returns, cash flows and asset base.
	
	
	
	
	
	
	
	

	
	c) Sources of financing are researched and evaluated to determine compatibility with the organisation’s finance strategy.
	
	
	
	
	
	
	
	

	
	d) Investment analysis and financial planning requirements are identified and analysed.
	
	
	
	
	
	
	
	

	3
Implement strategies
	a) Financial plans are structured to meet strategic goals and provide returns within long and short term operational objectives.
	
	
	
	
	
	
	
	

	
	b) Short and long term objectives for organisation’s capital structure are developed in line with operational and strategic plans.
	
	
	
	
	
	
	
	

	
	c) Internal control procedures are established in consultation with stakeholders to support implementation and to meet possible emergencies.
	
	
	
	
	
	
	
	

	
	d) Portfolio management techniques are applied.
	
	
	
	
	
	
	
	


	4
Evaluate outcomes
	a) Interrelationships between long and short-term objectives are monitored to ensure consistency of returns between operational and investment plans
	
	
	
	
	
	
	
	

	
	b) Costs and returns are assessed to determine ongoing viability of strategy..
	
	
	
	
	
	
	
	

	
	c) Tax efficiency of financial strategy is regularly reviewed to maintain optimal returns from assets
	
	
	
	
	
	
	
	


	


FNSACCT611A
Implement an insolvency program

Assessment Tool Compliance Document

Advanced Diploma of Accounting
FNS60204

	Unit Description
	This unit covers the competency to manage plans for business insolvency.

	Element
	Performance Criteria
	Assessment tools

	
	
	Test
	Case study
	Observation
	Portfolio
	Oral questions
	Simulations
	Projects
	Demonstration

	1
Evaluate options for insolvency
	a) Assets and liabilities to be included in insolvency are identified, located and secured.
	
	
	
	
	
	
	
	

	
	b) Insolvency plans are interpreted to determine operational decisions in consultation with stakeholders.
	
	
	
	
	
	
	
	

	
	c) Potential returns from realisation of assets are estimated from assessment of market values and fees and expenses.
	
	
	
	
	
	
	
	

	
	d) Claims of creditors are identified, evaluated and resolved using agreed criteria and standard accounting practices.
	
	
	
	
	
	
	
	

	
	e) Decisions regarding insolvency are made using agreed criteria.
	
	
	
	
	
	
	
	

	2
Establish timelines and objectives
	a) Milestones for the completion of the project tasks are developed and agreed as part of the insolvency plan.
	
	
	
	
	
	
	
	

	
	b) Implementation schedules are developed with defined target dates and communicated to stakeholders.
	
	
	
	
	
	
	
	

	
	c) Operational liaison and reporting responsibilities are allocated to ensure completion of tasks.
	
	
	
	
	
	
	
	

	3
Monitor progress
	a) Data relevant to the insolvency program are identified, acquired and validated.
	
	
	
	
	
	
	
	

	
	b) Outcomes of plan are analysed and documented in accordance with established forms of insolvency administration and statutory requirements.
	
	
	
	
	
	
	
	

	
	c) Day to day administration of the program is supported through liaison and regular reporting.
	
	
	
	
	
	
	
	

	
	d) Delays in implementation are assessed and solutions developed and negotiated.
	
	
	
	
	
	
	
	

	
	e) Recommendations to clients are clear, concrete and based on reasoned examination of data.
	
	
	
	
	
	
	
	


FNSACCT612A
Implement reconstruction plan

Assessment Tool Compliance Document

Advanced Diploma of Accounting
FNS60204

	Unit Description
	This unit covers the competency to manage plans for the re-establishment of business operations.

	Element
	Performance Criteria
	Assessment tools

	
	
	Test
	Case study
	Observation
	Portfolio
	Oral questions
	Simulations
	Projects
	Demonstration

	1
Evaluate options for reconstruction
	a) Assets and liabilities to be included in reconstruction plan are identified, located and secured.
	
	
	
	
	
	
	
	

	
	b) The organisation’s comparative market position is analysed to identify advantages and disadvantages of operations.
	
	
	
	
	
	
	
	

	
	c) Sources of financing are tax efficient and ensure that optimal balances are achieved between minimising costs of servicing financing and maintaining liquidity.
	
	
	
	
	
	
	
	

	
	d) Short and long term financial obligations for the organisation are established and assessed against client objectives and expectations.
	
	
	
	
	
	
	
	

	
	e) Milestones are established in consultation with stakeholders to identify significant deviations from expected returns.
	
	
	
	
	
	
	
	

	2
Establish timelines and objectives
	a) Operational liaison and reporting responsibilities are allocated to appropriate personnel to ensure completion of tasks.
	
	
	
	
	
	
	
	

	
	b) Implementation schedules are developed with defined target dates and communicated and agreed with stakeholders.
	
	
	
	
	
	
	
	

	
	c) Performance indicators for the completion of projects are developed, modified and agreed in planning the process.
	
	
	
	
	
	
	
	

	3
Monitor progress
	a) Operational data relevant to the reconstruction plan is identified, acquired and validated.
	
	
	
	
	
	
	
	

	
	b) Day to day administration of the program is supported by liaison and regular reporting.
	
	
	
	
	
	
	
	

	
	c) Delays and bottlenecks in implementation are assessed and solutions developed and negotiated.
	
	
	
	
	
	
	
	

	
	d) Results of progress are analysed and documented in accordance with the plan.
	
	
	
	
	
	
	
	

	4
Plan for disaster
	a) Contingency plans are established in line with operational performance indicators.
	
	
	
	
	
	
	
	

	
	b) Triggers for implementation arrangements are agreed with stakeholders and are communicated to relevant personnel.
	
	
	
	
	
	
	
	

	
	c) Contingency plans and decisions are documented.
	
	
	
	
	
	
	
	


FNSACCT613A
Prepare and analyse management accounting information

Assessment Tool Compliance Document

Advanced Diploma of Accounting
FNS60204

	Unit Description
	This unit covers the competency to calculate, record and analyse the costs of products, services and other organisational activities.

	Element
	Performance Criteria
	Assessment tools

	
	
	Test
	Case study
	Observation
	Portfolio
	Oral questions
	Simulations
	Projects
	Demonstration

	1
Gather and record operating and cost data


	(a) Systems to generate cost and operating data are established
	
	
	
	
	
	
	
	

	
	(b) Systems to determine cost and operating standards are established
	
	
	
	
	
	
	
	

	
	(c) Data is systematically coded, classified and checked for accuracy and reliability in accordance with organisational policies and procedures
	
	
	
	
	
	
	
	

	2
Analyse data


	(a) Costs are assigned to specified products, services, projects, organisational units, customers, distribution channel, market segments and other cost objects
	
	
	
	
	
	
	
	

	
	(b) Data is reconciled to ensure calculations are accurate and comply with organisational procedures
	
	
	
	
	
	
	
	

	
	(c) Variance analysis is used to review the effectiveness of the cost assignment process
	
	
	
	
	
	
	
	

	
	(d) Interpretation of revenues and costs is supported by valid analysis and is consistent with the organisation’s objectives
	
	
	
	
	
	
	
	

	3
Prepare cost reports and budgets
	(a) Cost information and organisational activities advice is sought from all sections of the organization when formulating reports and budgets
	
	
	
	
	
	
	
	

	
	(b) Structure and format of reports and budgets are clear and conform to routine and ad hoc management information requirements
	
	
	
	
	
	
	
	

	
	(c) Comprehensive variances against budget and standards are identified, and prioritised for review and decisions making
	
	
	
	
	
	
	
	

	
	(d) Reports are error free, comprehensive and comply with routine and ad hoc management requirements and organisational practices
	
	
	
	
	
	
	
	


	4
Analyse cost reports and budgets
	(a) Variances against budget are interpreted and discussed in consultation with relevant sections of the organization
	
	
	
	
	
	
	
	

	
	(b) Outcomes from variance reviews are assessed and recommendations made for further actions where required, including revisions to cost and activity standards
	
	
	
	
	
	
	
	

	
	(c) Cost and process information is reviewed for value-adding and nonvalued-adding activities, and recommendations made for further actions
	
	
	
	
	
	
	
	

	
	(d) Reports and budgets on specified products, services, projects, organisational units, customers, market segments and other cost objects are assessed against the organisation’s objectives, and recommendations made for further actions
	
	
	
	
	
	
	
	


FNSACCT614A
Prepare complex corporate financial reports

Assessment Tool Compliance Document

Advanced Diploma of Accounting
FNS60204

	Unit Description
	This unit covers the competency to develop and prepare financial reports for complex reporting entities

	Element
	Performance Criteria
	Assessment tools

	
	
	Test
	Case study
	Observation
	Portfolio
	Oral questions
	Simulations
	Projects
	Demonstration

	1
Compile data


	a) Data is systematically coded, classified and checked for accuracy and reliability in accordance with organisational policies, procedures and accounting standards
	
	
	
	
	
	
	
	

	
	b) Conversion and consolidation procedures are used to compile data in accordance with organisational policies and procedures.
	
	
	
	
	
	
	
	

	
	c) Valuations in compliance with relevant accounting standards are recorded.
	
	
	
	
	
	
	
	

	
	d) Effects of taxation are identified and recorded
	
	
	
	
	
	
	
	

	2
Identify appropriate entities reporting
	a) Partially owned subsidiaries and controlled entities are identified
	
	
	
	
	
	
	
	

	
	b) Joint ventures and other entities to be included in reports are identified
	
	
	
	
	
	
	
	

	
	c) Appropriate accounting treatments for reporting entities are identified and applied 
	
	
	
	
	
	
	
	

	3.
Prepare reports



	a) Charts, diagrams and supporting data are presented in an appropriate format
	
	
	
	
	
	
	
	

	
	b) Structure and format of reports are clear and conform to statutory and other regulatory requirements and organisational procedures.
	
	
	
	
	
	
	
	

	
	c) Statements and data are error free, comprehensive and comply with statutory and other regulatory requirements and organisational procedures.
	
	
	
	
	
	
	
	

	
	d) Reports are prepared in accordance with the Corporations Law, Accounting Standards, Stock Exchange Listing Requirements and GAAP.

e) Disclosure requirements are complied with.
	
	
	
	
	
	
	
	

	4.
Analyse reports
	a) Significant issues in statements including comparative financial performances are identified
	
	
	
	
	
	
	
	

	
	b) Implications of analysis are reported to appropriate levels of management and external bodies.
	
	
	
	
	
	
	
	


FNSICORG608A - 
Control a budget

Assessment Tool Compliance Document

Advanced Diploma of Accounting
FNS60204

	Unit Description
	This unit describes the function associated with researching, defining, developing and implementing a budget for a small organisation or a section of a large organisation.

	Element
	Performance Criteria
	Assessment tools

	
	
	Test
	Case study
	Observation
	Portfolio
	Oral questions
	Simulations
	Projects
	Demonstration

	1. Develop a budget
	(a) All relevant information to ensure the planning and/or establishment of the budget is obtained and evaluated 
	
	
	
	
	
	
	
	

	2. 
	(b) External advice and/or assistance is sourced if required 
	
	
	
	
	
	
	
	

	3. 
	(c) Budgetary performance indicators are identified and documented 
	
	
	
	
	
	
	
	

	4. 
	(d) Systems to implement and monitor the quality of the budget are developed, implemented and articulated to staff or other parties where relevant 
	
	
	
	
	
	
	
	

	5. 
	(e) The budget is planned and documented to ensure compliance with legislative, regulatory and practice requirements 
	
	
	
	
	
	
	
	

	6. Monitor and control the budget
	(a) Records related to expenditure and services are continuously checked and monitored to ensure they are complete, accurate and conform with practice requirements 
	
	
	
	
	
	
	
	

	7. 
	(b) Cash flow is managed in accordance with the financial plan for the practice 
	
	
	
	
	
	
	
	

	8. 
	(c) Budgets are monitored and reviewed to ensure expenditure is within target 
	
	
	
	
	
	
	
	

	9. 
	(d) Variances from targets are analysed to identify causes of over/under-spending 
	
	
	
	
	
	
	
	

	10. Implement measures to improve financial performance
	(a) Budgets are modified in accordance with identified needs or targets 
	
	
	
	
	
	
	
	

	
	(b) Performance is regularly evaluated against indicators 
	
	
	
	
	
	
	
	

	
	(c) Staff are given budgetary information which allows them to make suggestions regarding cost reduction 
	
	
	
	
	
	
	
	

	
	(d) Proposals for cost reduction are encouraged and evaluated 
	
	
	
	
	
	
	
	

	
	(e) Improvements to cost centre performance are identified, evaluated and implemented
	
	
	
	
	
	
	
	


FNSICORG609A - 
Develop and manage financial systems

Assessment Tool Compliance Document

Advanced Diploma of Accounting
FNS60204

	Unit Description
	This unit covers strategic management of finances in a small organisation or part of a large organisation. It includes systems design to accommodate accounting, budgeting, cash flow analysis and financial planning. It is not concerned with day-to-day bookkeeping or clerical administration of financial records. Performance outcomes in this area are directly linked to organisation performance as defined in the strategic plan.

	Element
	Performance Criteria
	Assessment tools

	
	
	Test
	Case study
	Observation
	Portfolio
	Oral questions
	Simulations
	Projects
	Demonstration

	1. Establish financial system requirements
	(a) Requirements for efficient financial administration are determined from consultation with relevant stakeholders and an analysis of existing financial plans 
	
	
	
	
	
	
	
	

	2. 
	(b) Reporting and procedural requirements impacting on the organisation are identified and recorded for future reference 
	
	
	
	
	
	
	
	

	3. 
	(c) Internal financial audit controls included in the system specification provide a satisfactory security mechanism 
	
	
	
	
	
	
	
	

	4. 
	(d) Risks to financial viability are identified and contingency strategies to manage risk identified and costed 
	
	
	
	
	
	
	
	

	5. Design financial management systems
	(a) Sources of competent assistance and advice are accessed and used to secure financial records and assets 
	
	
	
	
	
	
	
	

	6. 
	(b) Financial management system design ensures accurate and timely provision of information about the organisation's transactions, working capital and cash flow 
	
	
	
	
	
	
	
	

	7. 
	(c) Equipment and software needed for the operation of the system are identified, acquired and installed to support the organisation's transactions 
	
	
	
	
	
	
	
	

	8. 
	(d) Financial reporting requirements are known and used by relevant personnel 
	
	
	
	
	
	
	
	

	9. 
	(e) Established financial reports ensure accurate and timely provision of data required for financial decision making 
	
	
	
	
	
	
	
	

	10. 
	(f) Agreed schedules of account recording and reconciliation systems are produced at regular intervals and support the organisation's service provision and business decisions 
	
	
	
	
	
	
	
	

	11. 
	(g) Mechanisms for the review of terms of trade and fee structures are suited to the organisation's needs and meet industry standards 
	
	
	
	
	
	
	
	

	12. 
	(h) Financial reports are prepared at regular intervals in the required format meet external audit requirements 
	
	
	
	
	
	
	
	

	13. Prepare and review financial plans
	(a) Financial plans are linked to reviews of the organisation's strategic business plan to enable timely financial adjustments to be made 
	
	
	
	
	
	
	
	

	14. 
	(b) Planning and implementation of financial management activities enable probity to be maintained 
	
	
	
	
	
	
	
	

	15. 
	(c) Financial plans provide a reasonable basis for budgeting and ongoing financial management of the organisation 
	
	
	
	
	
	
	
	

	16. Monitor and review financial reporting systems
	(a) Financial reporting systems evaluated through an assessment of organisation performance against agreed performance indicators enable timely adjustments to be made to business investments 
	
	
	
	
	
	
	
	

	
	(b) Financial reports and systems are able to be used by authorised staff to manage the organisation's finances
	
	
	
	
	
	
	
	


ASSESSMENT VALIDATION TOOL (Appendix E)
RTO’s are required to obtain external validation of the assessment tools used to assess a candidate’s competency in each unit of competency.

This Assessment Validation Tool can be used by an RTO when obtaining third party validation of the assessment policy used for each unit of competency.

The purpose of the tool is to:

provide the external validator with guidance when assessing the suitability of the assessment tools used for a unit of competency

provide the RTO with recommendations for the improvement of assessment tools used and assessment strategies applied

provide the RTO with documentary evidence that external validation has taken place

ASSESSMENT VALIDATION TOOL (Appendix E)
Unit of Competency / Group of Competencies ______________________________

Institute
____________________________________________________

	1. Identify the type of tools used to assess the Unit

(Refer to the Attachment for definitions of each type)

Tick or highlight 

Case Study 

Assignment

Case Study - In class closed book

Case Study  - In class open book

Research assignment

In class exercise

Group assignment

Class presentation

Simulation

Class work 

Examination / Test

Observation

Essay

Other  - please specify


	

	2. Do the tools actually assess what is intended to be assessed?

Compare the content of the tools with the content of each element and against the performance criteria.

Actions:_________________________________________________

__________________________________________________________

__________________________________________________________
	Yes  / No



	3. Is the range and type of tools appropriate for the Unit?

Considerations

· Nature of the Unit(s) - Practical vs Theoretical   eg. Essay inappropriate for OH&S

· Range – Is the range of tools appropriate for the Unit (s)

Actions_________________________________________________

__________________________________________________________

__________________________________________________________


	Yes  / No

Yes  / No


	4. Do the tools reflect the following:

a)   Currency – e.g. Current taxation rates, legislation, accounting standards

Actions_________________________________________________

__________________________________________________________

__________________________________________________________

b) Reliability – i.e. will the tool(s) assess the actual students ability
Actions_________________________________________________

__________________________________________________________

__________________________________________________________

c) Fair and equitable  – 

       Are the tools asking the students to do something reasonable?

 Are the tools equitable for all persons, taking into account cultural and linguistic needs

Actions_________________________________________________

__________________________________________________________

__________________________________________________________


	Yes  / No

Yes  / No

Yes  / No

Yes  / No

	5. Are all critical aspects of evidence addressed by the tool(s)?

Actions_________________________________________________

__________________________________________________________

__________________________________________________________


	Yes  / No

	Note - At course level, ensure that competency levels are demonstrated


	


	Validation Panel

	Names


	Institute
	Signature
	Date


Descriptions Of Assessment Tools

	Assessment Instrument
	Description
	Aim

	Case Study (Assignment)
	Given a description of a workplace situation including policies and procedures a set task is to be completed.
E.g. complete payroll register for the weekly payroll given the following terms and conditions of employment.  Information would be supplied on personal particulars of employees including types of rebates, HECS liability, residency, other deductions etc.  Students would be required to search ATO site to determine relevant information for tax calculations.  
	Ensures ability of student to use electronic or other resources to research current information in addition to being able to implement policies and procedures.  Useful for holistic assessment of a number of performance criteria.

	Case Study (Inclass closed book)

	As above only all relevant source information would be supplied such as relevant sections of tax tables, rebate amounts etc..
	Validation that assessing students own work and that work can be performed in a reasonable time frame.

	Case Study (Inclass open book)
	As above only students would be required to rely on own research for relevant information.
	Validation that assessing students own work and that work can be performed in a reasonable time frame.  Ability of students to determine pre-requisite information to complete a task.

	Research assignment
	Determination of relevant factors including policies, procedures, legislation, best practice etc.
	Ability of participant to maintain currency of knowledge

	Inclass exercise
	Short task completed in class (either open or closed book) to assess a particular task.  Students would either self assess or assess a colleagues work.
	Provide instant feedback to participants on progress and essential features of element.

	Assignment
	May involve a number of related tasks/competencies where appropriate legislation, standards, procedures and policies need to be determined by the student or students evaluate a given situation.
	Allows the assessment of a number of performance criteria and/or tasks to be co-assessed to ensure an understanding of relationships between tasks within an entity.  Allows the use of determination of relevant technology for preparing and presenting information.


Continued

	Assessment Instrument
	Description
	Aim

	Group assignment
	Students work in groups and assessed as a group.  Typically this may involve a class presentation.
	Assess ability to work in teams including appropriate delegation etc.

	Class presentation
	Students present to the class results of research they have carried out.
	Assess presentation skills, use of technology etc.

	Simulation
	Model of work place situation, either timed or non timed.
	Create a realistic work situation.

	Class work
	Assessment of work carried out in class or a folio of students work
	Recognition of work completed throughout the learning unit.  Particularly useful for assessing competency of student as opposed to grading student or assessing skills. 

	Exam
	Traditional timed series of assessment tasks out of class time.  Typically covers a number of elements/assessment criteria of the learning unit.  Realistic in many instances as employees in this industry are often expected to perform a series of unrelated tasks in a short time period. 
	Required by ATO for tax agents registration and offers students wishing to proceed to a degree experience in formalized assessments.  Ensures consistency of conditions for all students.  Forms a major part of validation that work performed/submitted throughout the learning unit was the students own work.


ASSESSMENT VALIDATION CHECKLIST (Appendix F)
This checklist can be used by RTO’s to assist in the documentation of the assessment strategy and to gather evidence that supports the validation of the assessment strategy.

	Assessment validation principle
	Comments

	An assessment team is used to determine the assessment processes, procedures and assessment tools for each unit of competency.
	

	The assessment tools used for this unit of competency assess all performance criteria of the unit(s) of competency.
	

	Where more than one assessor undertakes the assessment, the assessors’ meet regularly to compare assessment processes, tools and judgements.
	

	Where assessments are undertaken on different delivery sites the assessment tools used and assessment processes are consistent.
	

	All assessors of a unit of competency use standardised assessment tools.
	

	Where more than one assessor undertakes the assessment, the assessors meet regularly to moderate candidates evidence.
	

	A mentoring system is in place to train and assist new assessors.
	

	Feedback on the assessment process is obtained from candidates and evaluated by assessors.
	

	Independent third parties validate assessment strategies and tools.
	

	The RTO or its assessors participate in assessor networks.
	

	Assessors continually review the assessment tools and strategies against the most recent Training Package requirements and industry standards.
	

	Assessment strategies are continually reviewed with a view to improvement and all strategies properly documented and filed.
	


Yes





Establish assessment panel





Determine assessment policy





Document decisions





Test assessment tool(s) for compliance against performance criteria





Assessment tool compliance document(s)





No





Assessment tools comply?





Proceed to validation phase





Document decisions





Determine validation process





Establish validation committee





Validation report





Validate assessment policy





Assessment policy validated?





Return to 


phase 1





No





Yes





Validation process complete
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