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AGENDA

❖ PROCESSING ACCOUNTS INFORMATION

❖ REVIEWING REPORTS

❖ ORDER

❖ CHECKS

❖ GENERATING REPORTS AND SUPPORTING 
DOCUMENTS



Step 1: Gather Information

Cash receipts

Remittances/Other documents supporting direct lodgements

Online payments system analysis reports

Purchase invoices

VAT/RCT records 

Cheque payments

Bank statements

Payroll cost reports for each payroll run

Petty cash book (if not maintained on system) and vouchers/receipts

Credit card statements and invoices/receipts



Step 2: Record in accounts-Daily/Weekly

Record all receipts. 
Input purchase/supplier 

invoices

Record all cheque 

payments in sequence
Record all EFT payments.

From the online bank 
statements record any 

direct debits and credits.

Record the weekly 

payroll journal



Step 2: Record in accounts-Monthly

Reconcile all bank 

accounts.
Petty cash

Credit card
Monthly payroll 

journal

Online payments 
per analysis report

RCT/VAT journals



Step 3: Review the 

financial reports for 

reasonableness and 

accuracy



Bank 

Reconciliation 

report



Aged creditors /supplier report

 Check balances agree

 Owed?



Balance Sheet report



Fixed assets



Debtors and prepayments

Sales Ledger Control

1700

Stock

1710

Prepayments.

1720

Grants Due

1730



Other Cash/Credit control accounts 

accounts 

 Agree to cash held or 

supporting reports/statements 



School income received in advance

School charges 
received now 
for next year

E.G., TY 
charges, book 

rental, 
voluntary 

contributions, 
school 

administration 
charges

Code 2105



Grants received in advance

Grant Received Code

Book Grant June 2151

DEIS Grant June (Timing can 

vary)

2152



Other accrual accounts



Contribution to Fixed Assets:

 3900-3999 Contribution to Fixed Assets:

 Income codes

 Expense codes 

Code Description

3900DE Capital Building Grant Income                                         

3901Capital Projects Fundraising Income                                        

3902Parents Contribution to Capital Projects Income

3903Patron/Trustee Contribution to Capital Projects Income    

3904Other State Capital Projects Income                                           

3905Covid Minor Works Capital Grant Income

3907Capital Donations Income

3920DE Fixtures, Fittings & Equipment Grant Income                                     

3921DE ICT Grant Capital Income                                                                   

Code Description

3940DE Capital Building Grant Expense                                         

3941Covid Minor Works Building Expense

3960Capital Building Fundraising Expense                                 

3970Parents Contribution to Capital Building Expense            

3990Patron/Trustee Contribution to Capital Building Expense  

3991Other State Capital Building Expense          



Other balance sheet checks

 Brought forward

 Prior year figures

 Balance sheet 
balances

 Suspense account



The income and expenditure report

 Year to date

 Budget

 Prior Year

 Difference

 Nominal activity



The income and expenditure report: 
Ring fenced income



School generated income 



Step 4: Generate and 

print/save final reports



Reports 

for 

Monthly 

accounts 

file

❖ A list of balances on all school bank and cash accounts

❖ A bank reconciliation report for each bank account 
including outstanding payments/receipts

❖ Payments listings for each bank/cash account including 
credit card and petty cash

❖ Receipts listings for each bank/cash account including 
credit card and petty cash

❖ Income and Expenditure Account report showing actual 
versus budgeted figures 

❖ Balance Sheet report

❖ Nominal ledger activity report

❖ Aged creditors/suppliers list

❖ Trial balance report



Payroll records

For each payroll run:

• Timesheets, including details of holidays or overtime paid

• Payslips

• Gross to Net report

• Additions/Deductions reports where relevant

Each month:

• Revenue monthly statement (check this agrees to the payroll 
records)

Monthly/As required:

• Deduction reports to back up payments for pensions/union fees 
etc.

Annually:

• Employee Details report



Reports for the 
finance sub-
committee

❖ A list of balances on all school bank and 

cash accounts

❖ A bank reconciliation statement for each 

bank account 

❖ Payments and receipts listings for each 

bank account

❖ Income and Expenditure Account report 

showing actual versus budgeted figures 

❖ Balance Sheet report



Supporting 
documentation 
for finance sub-

committee 
meeting

1. List of all creditors/outstanding invoices/accruals 

2. Supplier invoices and statements since the last 
committee meeting 

3. Summary of income/grants received in advance for the 
next school year  

4. List of prepayments

5. Gross to net payroll reports since the last committee 
meeting

6. List of employees showing their approved gross 
annual/weekly/monthly/hourly pay

7. Capital income and expenditure account

8. Bank Statements 

9. Credit card statement and supporting documentation 
approved by the chairperson 

10. The nominal activity report 



Creditors/outstanding invoices/accruals



Grants/Income in Advance & 

Prepayments

 List of prepayments



Gross 

to Net 

Payroll 

Report

Gross to net payroll report 
covering the period since the 
last finance subcommittee 
meeting 

List of employees showing their 
approved gross 
annual/weekly/monthly/hourly 
pay



Capital Income and Expenditure 

Report 

 Reasonable?

 Within budget?

 Any unforeseen 

costs?



Board of management meeting  
reports

1. A list of balances on all school 
bank and cash accounts

2. A bank reconciliation 
statement for each bank 
account 

3. Income and Expenditure 
Account report showing actual 
versus budgeted figures 

4. Balance Sheet report

5. List of all creditors/accruals 

6. Capital income and 
expenditure account



Checklist



Summary

 Prepare data

 Input data

 Review report information

 Generate monthly reports for accounts file

 Generate finance sub-committee reports & 

supporting documentation

 Generate Board of management reports


