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Topics to be covered:

* Objectives of monthly reports

* Timeline for the preparation, review
and distribution of reports

* Reports checklist and overview of the

nasic monthly reports required for

Finance Sub-Committee & Board of

Management
 Reviews to be done
* Where to find more assistance




The objectives of the monthly reports:

e An opportunity to review records and
monitoring of spending of school funds
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Prepare data

Input data

Summary |
Review report information
of monthly
ACCOU nti NE Generate monthly reports for accounts

file

process

... Generate finance sub-committee reports
- . .
/ & supporting documentation

m Generate Board of management reports

Financlal Support
Services Unit
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Timeline for preparation, review and distribution

of reports:

The accounts information should be

@ processed in the accounts package regularly
throughout the month.

A draft set of financial reports
should be reviewed for accuracy

within 10 days of the month end

A full set of financial reports should
X be generated at least 3 days before
— the scheduled board meeting

o Generate and print/save final
. reports
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Monthly Reporting Checklist

Report Title Monthly Finance sub- Board of
Accounts committee Management
file meeting meeting
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Review of reports

SSU
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Reports already reviewed

» Bank reconciliations

) - » Suppliers/Creditors
) — listing
: — » PAYE/RCT & VAT control

accounts
» Payroll reports and

» Nominal/General
Ledger




Bank Receipts & Payments Reports review

e Examine
Do report reports for

totals agree large/unusual
entries

Are entries e Are entries
clearly within
referenced and {D,er,T;tted
in sequence imi

: e Is all
Examine for supporting

duplicates
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Income & Expenditure Report review

What to watch out for!

‘ Report criteria - from 15t Sept to month under review

‘ Are figures reasonable

Are budget figures included

Are prior year figures displayed

‘ Are figures on par or under budget, deficits need to be checked

‘ How do current figures compare with prior year

‘ Any unusual or unexpected items o
a9 FSSU
0( ® e



Check bank a/cs, all present and within agreed

limits

sl Are all bank balances agreed with bank recs \

Compare supplier listing and purchases control a/c

Review liability for RCT/VAT compare with ROS \

e Look at additions to school assets,

Look at changes to Debtors & prepayments are they
correct for the period

Look at the control accounts are liability as
expected

Financlal Support
Services Unit
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Reviewing the Trial Balance




List of Accruals

What are accruals and how do you review them

Accruals code 2440:

v Are these valid school expenses and

v' are actual amounts owed.

v’ Typically, these would include: Energy, Telephone,
stationery received but not yet billed & Accountancy fee

v Relevant at the end of the school year

v Processed in the accounts by means of a journal



List of Prepayments

Prepayments code 1720:

v A prepayment is an expense paid in the current year
which relates to the next school year.

v This may include service contracts, insurance premiums
paid etc

v" A manual list should be compiled of any prepayments
made for the next school year

v You will find prepayments within debtors on the balance
sheet.
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v' It is income that has come into a school account in the
current school year, but relates to the next school year.

v This can happen in the last term, eg, where book rental
money for next year, is collected before the end of the
current school year.

v This income should be deferred and recorded in the B/S
code 2105 to carry it forward to the next school years
accounts.

v' At the beginning of the next year the income is moved
back into the new year

Flnanclal Support
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Capital Income & Expenditure Account Report

Buildings Projects Report

School Name Insert name here
Roll Number 12645
Project descrif Building project
Date FTM28208x
Income COA code Actual | Budget [¥ariance
1 1 1
3300 | Department grants -
390 | Fundraizing Income
39032 | Truskeez!Patran contributicon -
3902 | Parentz Funding -
FPazt Pupilz Union contribution -
3907 | Donations -
Festricked fDesignated Fund= -

FO04 | Other [zports grant, lokkery ckc.] -
Total - - -

Ezpenditure

3940 | Professional Fees -

3940 | Building Contractor billz -

I 3940 | RCT!WAT payments -
1421 [ Furniturz and Fittings -

THED | ICT [including wifi] -

3340 | Inzurance -

3940 | Building Eond -

3940 | Betention payment -
3940 | Other -

Total 1] 1] ol

SurplusiDeficit | | o] 1] |
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Guide to preparing

month end reports "',@)
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Guide on Preparing Month End Reports
Guide on Preparing Month End Reports & Supporting Documents
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Contact Details
Tel: 01 269 0677
Email: info@fssu.ie

Thank you for taking the time to view this video.

If you have any specific training requests or there are topics
you would like to see covered please do not hesitate to

contact us.
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