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AGENDA

❖ Reports and supporting documents for the Finance Sub-Committee

❖ Review of reports

❖Monthly checklist

❖Monthly reports for files

❖Monthly reports for BOM

❖ Process Summary



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
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SUPPORTING DOCUMENTATION FOR FINANCE 
SUB-COMMITTEE MEETINGS

i. List of all creditors/outstanding invoices/accruals
ii. Supplier invoices and statements since the last 

committee meeting
iii. Summary of income/grants received in advance 

for the next school year
iv. List of prepayments
v. Gross to net payroll reports since the last 

committee meeting
vi. List of employees showing their approved gross 

annual/weekly/monthly/hourly pay
vii. Capital income and expenditure account
viii.Bank Statements
ix. Credit card statement and supporting 

documentation approved by the chairperson
x. The nominal activity report
xi. RCT & VAT returns since last committee meeting
xii. FSSU guidelines issued since last committee 

meeting



REVIEW THE FINANCIAL REPORTS FOR 
REASONABLENESS AND ACCURACY



BANK RECONCILIATION REPORT

All accounts

Date

No Difference

Bank 

statement 

balance

Unpresented 

payments

Unpresented 

receipts

Correct errors



AGED CREDITORS 
/SUPPLIER REPORT

CHECK 

BALANCES 

AGREE

OWED?

BALANCE PER BALANCE SHEET

BALANCE PER AGED CREDITOR/SUPPLIER LISTING



BALANCE SHEET REPORT



FIXED ASSETS



DEBTORS AND PREPAYMENTS

Sales Ledger Control

1700

Stock

1710

Prepayments.

1720

Grants Due

1730



OTHER CASH/CREDIT CONTROL 

ACCOUNTS

• Agree to cash held or 
supporting 
reports/statements 



SCHOOL INCOME RECEIVED IN 
ADVANCE

• E.G., TY 

charges, book 

rental, 

voluntary 

contributions, 

school 

administratio

n charges

• Code 2105

School 
charges 

received 
now for 

next 

year



OTHER ACCRUAL 

ACCOUNTS

•Prior year moved to income codes

•Codes 2150-2152

Grants in 

advance

•Revenue accounts:

•PAYE, VAT, RCT

•Other payroll accounts:

•Net wag e s  ctrl

•Union fee s  or pe ns ion ctrl

Balances 

agree to 

monies owed



CONTRIBUTION TO 

FIXED ASSETS

•Summary of capital I&E for L&B
Land and 
Buildings

•E.G: ICT, Furniture & Equipment
Other capital 

grants

•Adjustments by ext accountant
Building fund/Acc 

Amortisation

•Transactions posted to 3900-3999Check



THE INCOME AND 

EXPENDITURE REPORT
REVIEW ACTIONS
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Year to date

Budget

Prior Year

Difference

Nominal activity



THE INCOME AND EXPENDITURE 
REPORT: RING FENCED INCOME
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SCHOOL GENERATED INCOME 



CREDITORS/OUTSTANDING 

INVOICES/ACCRUALS



CAPITAL INCOME AND 

EXPENDITURE REPORT 

Review actions:

Reasonable?

Within budget?

Any unforeseen costs?

Communication



CHECKLIST

MONTHLY 

ACCOUNTS/REPORTING 

CHECKLIST



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

❖ Payment's 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

❖ Capital income and expenditure report
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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 BOARD OF MANAGEMENT

A list of balances on all 

school bank and cash 

accounts

A bank reconciliation 

statement for each bank 

account

Income and 

Expenditure Account 

report showing actual 

versus budgeted 

figures

Balance Sheet report

List of all 

creditors/accruals

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

prepayments

Capital income and 
expenditure account 

report
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MONTHLY REPORTING CHECKLIST



SUMMARY OF MONTHLY ACCOUNTING 
PROCESS

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



FAQS


