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1. Introduction
August Accounts preparation – it is the same 
process as any other month

As it is the end of the Financial Year the accounts 

require a little extra attention to detail

The FSSU Year end Guideline provides a detailed 

step by step approach to the Year end Accounts 

preparation process including a comprehensive 

Year end checklist. 

This webinar aims to:

➢  Supplement the guideline in particular for 

school accounts personnel new to the Year 
end reporting process in Sage 50

➢ Build confidence of new users in updating Sage 

50 and managing the financial year end process
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Preparation

&

Organisation

Overview of Year end process in Sage 50

•Timeline for reporting -  deadline is Sept 30th to pass accounts to 
accountant

•Update August accounts is as normal

•Extra attention to detail required at Year end

•Gather supporting paperwork & calculations & checking for potential 
problems is useful

•Move Sage 50 forward to the new financial year promptly to enable 
appropriate BOM reporting – Deadline is October 10th

FSSU Resources & What is new for 2024/2025?

•Key FSSU Guidelines - overview

•Year end Financial guideline available soon & checklist in handouts

•Ringfenced grants calculation spreadsheet in handouts

Practical guidance on preparing for the year end

•Revision of the adjustments required at the start of the financial year 
Sept 2024 including ensuring that Trial Balance B/F are accountants 
figures

•Reminders for updating Sage 50 accurately throughout the year 

•Checking the postings to the general ledger

•Reviewing the Income & Expenditure account

•The importance of the Balance sheet 

•Planning and organizing for the School Accountant at Year end

5Key learning points from Webinar
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•Timeline for reporting -  deadline is Sept 30th to pass accounts to 
accountant
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Preparation

&

Organisation

Key learning points

Overview of Year end process in Sage 50

•Timeline for reporting -  deadline is Sept 30th to pass accounts to 
accountant

•Update August accounts is as normal

•Extra attention to detail required at Year end

•Gather supporting paperwork & calculations & checking for potential 
problems is useful

•Move Sage 50 forward to the new financial year promptly to enable 
appropriate BOM reporting – Deadline is October 10th

FSSU Resources & What is new for 2024/2025?

•Key FSSU Guidelines - overview

•Year end Financial guideline available soon & checklist in handouts

•Ringfenced grants calculation spreadsheet in handouts

Practical guidance on preparing for the year end

•Revision of the adjustments required at the start of the financial year 
Sept 2024 including ensuring that Trial Balance B/F are accountants 
figures

•Reminders for updating Sage 50 accurately throughout the year 

•Checking the postings to the general ledger

•Reviewing the Income & Expenditure account

•The importance of the Balance sheet 

•Planning and organizing for the School Accountant at Year end
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2. Year end 

Resources

&

Timeline
www.fssu.ie

FSSU Y/E

Guideline 
24/25

Checklist from 
Y/E guideline

Video training

Essential checklist

Chart of 
accounts 

24/25 

VS Grants list 
24/25

FSSU Guidelines

24/25
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Timeline

August accounts preparation

Ensure August transactions 
are entered in Sage 50

Reconcile all bank accounts

Compile a Year end 
Accounts file

September Week 1

Accuracy

Review Draft Income & 
Expenditure report

Review Nominal activity

September week 2

                   September 30th      Pass the Sage 50 accounts to the school Accountant 

          Remote data access for Accountant – most efficient way to work with the accountant

September week 4

Meet with Principal &

Finance Committee

Journal adjustments 

September Week 3

10

Complete accounts

Focus on Balance sheet

Supporting calculations

Gather 

information for 

the accountant

Ringfenced 

Grants 

schedule

Print Final set of BOM 
reports

File & distribute monthly 
reports as normal

Save 

documents 

electronically for 

sharing

August

Plan

Review

Organise



3. Key points in preparing for Year end – 

Keep the end goal in mind

❖ Start organizing as soon as possible

❖ Update Sage 50 promptly & accurately for August 2025 

❖ Open a Year end file for all supporting paperwork & calculations for the accountant

❖ Time reviewing the accounts is time well spent

❖ This along with compiling the supporting paperwork will build your confidence in dealing with the school 
accountant
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Practical 

guidance for 

preparing for 

Year end

(July – 

August)

Start immediately to plan & review

A.Reminder of the importance of the Financial Year in Sage 50

B.Check if the year end balances at 31.8.2024 were adjusted. 

C.Check if the appropriate adjustments were made @ 1.9.2024 in Sage 50

Liaise with the school accountant

•Introduction

•Were the year end balances @ 31.8.2024 restated to agree with 
accounts, 

•Get a breakdown of the balance sheet balances and ask for guidance 
to record appropriate journals @ 1.9.2024

•Discussion on the process of passing the required information to them for 
Y/E Aug 2025

July / August accounts

D.Update Sage 50 as normal – carefully code transactions

E.What is new for 24/25

F.Review General ledger activity report to check postings

Review and monitor general ledger activity all the while gathering 
supporting paperwork for year end accounts file
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A. The importance of the 

Financial Year in Sage 50

Under Settings/Financial Year

Budget for current year 24/25 can be imported into Sage 50

BOM reports can be generated for monthly management meetings showing Actual, Budget, Prior Year

I&E 

for 24/25 FY

Balance sheet 

 assets & liabilities
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B. Opening balances in Sage 50 

should always be the 

accountant’s figures

The Balance Sheet report shows 

the school’s assets and 

liabilities at a specific date in 

time. 

 

Opening 
Balance

Adjustments
Closing 
BalanceAdditions

The Accountant should always give the 
Year end adjustments to the school 
and these journal adjustments should 
be recorded in Sage 50
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Checking postings to General ledger
Accumulate paperwork & calculations in Y/E file

Ensure accountant finalises 
the Y/E figures in Sage 
@31.8.24



Verify the Opening balances @ 1.9.2024 

Run & review Trial Balance B/F

In this example - Debit balances on revenue control 
accounts indicate that adjustments are required

They can be adjusted at any stage via journal dated 
31.8.2024 for Balance sheet codes only

Ask Accountant to verify balances B/F

Trial Balance @1.9.2024

N/C Name Debit Credit

1420
Capital: Fixtures, Fittings and Equipment Cost 
B/Fwd 9689.87

1421 Capital: Fixtures, Fittings and Equipment Additions 25779.66

1430
Accumulated Depreciation: Fixtures, Fittings and 
Equipment 9689.53

1460 Capital: Computer Equipment 402456.07

1461 Capital: ICT Additions 583.45

1470 Accumulated Depreciation: ICT Cost B/Fwd 273138.94

1720 Prepayments 94087.17

1800 Current Account 333958.77

1820 Credit Union account 108210.07

1900 Petty Cash Account 460.35

1950 Cash Account 4940.15

2100 Creditors Control Account 59999.51

2105 School Income Received in Advance 70687.34

2150 Grants Received in Advance 4000.00

2151 Book grant received in advance 112013.68

2171 Other Non-Capital Ringfenced Grants Unspent 3370.00

2250 PAYE/PRSI/USC/LPT Control Account 43044.53

2260 Reverse VAT Control Account 7282.12

2270 RCT Control Account 130.53

2440 Accruals 3321.40

2710 Surplus Brought Forward 99645.21

3900 DES Capital Building Grant Income 554802.41

3904 Computer Equipment Grant 240898.67

3920 DES Equipment Grants Income 23417.05

3921 ICT Grant Capital Income 35900.38

3926
Accumulated Amortisation of ICT Grant Capital 
Income 187913.00
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Processing Year End Adjustments

After Year End Is Run In Sage 50

1 6

 Run a Trial Balance B/F in Sage 50

 Record the Year end Journal 

entries at 31.8.2024 – ONLY TO 

Balance sheet codes

 Run a Trial Balance B/F after 

journals

 Balances should agree to 

Accountants Trial Balance / Final 

Accounts

Sample VSS Accounts

Adjusting Journals

31 August 2024

I&E Balance 

Sheet
Sage Code Nominal Description Description Dr Cr Debit Credit

01.09.2024

1460Fixtures, fittings 
& equipment

23/24 additions 
t/f 6813.97

1461FF&E Additions 23/24 additions 
t/f 6813.97

1420ICT 23/24 additions 
t/f 11644

1421ICT ADDITIONS 23/24 additions 
t/f 11644

31.08.2024

2710Accounting cost 3500

2440Accruals 3500

2260VAT GME Electric VAT Aug 
2024 1000

2710For Repairs GME Electric 
VAT Aug 2024

1000

Only adjust 

Balance 

Sheet codes
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C. Month 1 - 24/25 

Key adjustments are required @ 

1.9.2024

1. DE Grants in Advance
2. School Income in advance
3. Unspent Ringfenced grants
4. Reversing Accruals
5. Reversing Prepayments 

1. DE Grants in Advance
2. School Income in advance
3. Unspent Ringfenced grants
4. Reversing Accruals
5. Reversing Prepayments 

17



C.1 Moving the Free schoolbook grant from the Balance 
sheet to the I&E @ 1.9.2024

18
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✓ September 2024 Journal 
adjustment required

✓ Check the posting to the 
nominal ledger code 
2105 to check if 
adjustment was 
recorded in the 24/25 FY

✓ September 2024 Journal 
adjustment required

✓ Check the posting to the 
nominal ledger code 
2105 to check if 
adjustment was 
recorded in the 24/25 FY

C2 – Moving School Income in advance to I&E 



C3 Reversing Prepayments @ 1.9.2024 20

Journal 
1-9-2024

DR Expense code
CR 1720 



Understanding the Accruals concept

Sage 50 Bank Module

Income & Expenditure Account Balance Sheet @ 31.8.2023 List of costs incurred @31.8.2023 not 
yet paid

21

Income Expenses Assets Liabilities

Accruals

Code 2440

€12,000 cr

Dr

Why Reverse some accruals @ 01.9.2024? 

To ensure the cost is not reflected again in the new FY year, e.g. 

accountancy costs where invoice comes in the new FY
New 

Financial 

Year 

24/25

C4 - Accruals in Balance sheet



D. Updating Sage 50 for August 

25

Considerations when selecting a 
Nominal Code

Is it for day to day 

running of school in 

the current financial 

year?

Select Income & 

Expenditure codes 

from the COA



Updating Sage 50 for August 25

Capital items

Considerations when selecting a 
Nominal Income Code

Is it long term in nature 

(Fixed Assets)

Income/Grants for future 

years ( 21….)

Costs for future years (1720)

Select Balance sheet 

codes from the COA



E. What is 

new for 

FY 24/25

The FSSU Guidelines will outline any new 

   funding or financial matters for schools

FSSU 

FINANCIAL 

GUIDELINES

Solar Panels

12 24/25

Mobile phone 
pouches

41 24/25

ICT

39 – 24/25

Science 
Support 
Grant

20 – 24/25Free 
schoolbook 

scheme

32 – 25/26

Junior 
Cycle free 

school 
books

3 – 24/25

COA 
Update 

7 – 24/25

24

Balance 
sheet 
grants @ 
Aug 25

Grants 24/25

22 – 23/24



Chart of Accounts – noteworthy 

codes

25



New Grants & related nominal codes

Guideline Topic Overview

20 – 2024/2025 Science Implementation Grant

For 25/26 School Year

2150

1720

12 – 2024/2025 Solar Panels 3900

3940

03 – 2024/2025 Junior Cert School Books scheme Grant 3151/3152

4731/4113

28 – 2023/2024 ICT Grant 2023/2024 3921

1461

26

Create Departments 

in Sage 50 for 

reporting on 

ringfenced grants 

Income & Exp 
report

Balance sheet 
report



Latest Grants & related nominal codes

Guideline Topic Overview

32 – 2024/2025 Free schoolbook scheme grant

For 25/26 School Year

2150

1720

39 – 2024/2025 ICT 3921

1461

41 – 24/25 Mobile phone storage 3920

1421

27

Create Departments in 
Sage 50 for reporting 

on ringfenced grants 

Balance sheet



F. Review nominal activity to 

check postings

28

Journal required dated 1.9.2024

Dr code 2151       109,695 & 2319

Cr: code 3151  109,695

Cr: code 3152      2,319



Recording of the Free schoolbook 

grant scheme – Check posting of 

cost 

29

Journal required dated 1.9.2024

Cr code 1720             94,087

Dr: code 4731   94,087



4. The Financial Year end Aug 

2025

Year end checklist & dealing 

with the school accountant

30



31
Year end Financial Guideline 24/25

Year end accounts – Extra Attention to detail

1. Update & reconcile all bank accounts

2. Bank Reconciliations & Supplier reconciliations

3. Review the income and expenditure Account for accuracy

4. Review Nominal activity for mispostings and to follow up on 
unusual variances

5. Review the income and expenditure for ring fenced 
grants/income Remember that unspent amounts of such grants 
will have to be moved to the Balance sheet using a journal entry

T

o

d

a

y

 

Checklist of steps in handout



Updating the August 25 accounts

Accuracy check

The Bank Section
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Updating the August 25 accounts

Completeness checks

33



Updating the August 25 accounts

Completeness checks on suppliers

34

Supplier statement reconciliations are vital to 

accuracy of accounts



Review Income 
& Expenditure 
Account 

Sample data Preparing for Year end August

BOM Income and Expenditure Account

Period Budget Difference Prior Year

Total Department Income: 520,832 501,000 19,832 498,504

Total School Generated Income: 100,662 149,168 -48,506 149,168

Total Other Income: 9,254 35,123 -25,869 35,123

TOTAL Income: 630,748 685,291 -54,543 682,795

Expenditure

Total Education Salaries: 35,405 48,077 -12,672 48,077

Total Education Other: 234,060 222,011 12,049 222,011

Total Repairs Maintenance & Establishment: 207,983 248,471 -40,488 248,471

Total Administration: 83,717 151,224 -67,507 151,224

Total Financial: 13,005 12,952 53 12,952

TOTAL Expenditure: 574,170 682,735 -108,565 682,735

NET PROFIT/(LOSS) 56,578 2,556 54,022 60

Key review steps summary

✓ I&E – DAY TO DAY running of school

✓ I&E – For the Financial Year

✓ How do figures look overall?

✓ Check postings in nominal activity

✓ Look at figures line by line

✓ Follow up on unusual variances?

✓ Make any necessary amendments

35



I N C O M E  &  E X P E N D I T U R E  A C C O U N T  R E V I E W  

3 6

I&E Review steps Comments Initial overview Nominal activity review

1 An overview of the I&E

Bottom line ?

Reasonable compared with PY 

and Budget?

Avoid surprises

The devil is in the detail

2 School Income review Investigate Variances from PY and 

budget

Review Nominal activity

Have all relevant grants been 

received

Review school generated 

income

3 School Expenditure review Review Nominal activity

Follow up Variances with prior 

year & budget

4 Review of ringfenced grants How much of the grant is spent? Prepare schedule

5 Review of school generated 

income

How does income compare with 

spend to date

Prepare schedule

6 Journal adjustments for unspent 
ringfenced grants

7 Balance sheet review Any unexplained balances will 

have implications for the I&E 

report

36



Review nominal activity for all DE Grant codes

37

• Review each Grant code

• In conjunction with

• Grants 24/25 Guideline

Nominal 
ledger

• Income will be a credit 
posting

• No netting of expenses 
against income

Review

Sample data Preparing for Year 
end August

BOM Income and Expenditure 
Account

Period Budget Var
Prior 
Year

Income

Dep
Income

3010 Capitation/Non Pay Budget 242,880 222,780 242,880 222,780

3050
Ancillary/School Support 
Services Grant 69,163 124,964 69,163 124,964

3100 Secretarial Grant 0 4,738 0 4,738

3130 Caretaker Grant 19,075 16,683 19,075 16,683

3150
Book Grant Senior Cycle 
Income 0 25,464 0 25,464

3151 Free Schoolbook Grant 109,695 0 109,695 0

3152 Free Schoolbook Admin Grant 2,461 0 2,461 0

3200 Transition Year Grant 0 11,780 0 11,780

3240
Supervision and Substitution 
Grant 4,435 13,229 4,435 13,229

3245 Physics/Chemistry Grant 0 2,613 0 2,613

3255 State Exam Income 18,901 16,981 18,901 16,981

3290
Other Non Capital DES Grants 
Income 41,275 58,373 41,275 58,373

3294 Bus Escort Grant 12,707 0 12,707 0

3297 Erasmus Income 240 900 240 900

Total Dep 
Income: 520,832 498,504 520,832 498,504



38
Ringfenced Grants – Calculation of unspent 

amounts 

GRANT

Balance 

Unspent 

B/fwd

Current Year 

Surplus/Defici

t

Note* Comment

NOMINAL 

CODE

ENTER € 

AMOUNT

NOMINAL 

CODE

ENTER € 

AMOUNT

NOMI

NAL 

CODE

ENTER € 

AMOUNT
€

NOMINAL 

CODE
€ AMOUNT

Book Grant Senior Cycle Income 2160 3150 Book Grant Expenses 4730 0 2160 0 -

Free School Book Scheme Grant 2160 3151 109,695 Free Schoolbook Grant Expense 4731 94,087 15,608 2160 0 -

Free School book Scheme Administrion Grant 2160 3152 2,461 Free Schoolbook Admin Salaries Expense4113 2,461 2160 0 -

Book Rental Scheme Income 2160 3330 Book rental scheme expense 4740 0 2160 0 -

School Library Books Capital Grant 2160 3155 School Library Books Capital Grant Expense 4641 0 2160 0 -

Supervision & Substitution Grant 2170 3240 Supervision & Substitution Expense 4150 0 2170 0 -

JCSP Grant 2167 3190 Related JCSP expenses Various 0 2167 0 -

Home School Liaison Grant (Part of Deis Grant)2171 3020 Home School Liaison Expense 4810 0 2171 0 -

Bus Escort Grant 2171 3294 12,707 Bus Escort Salary Expense 4196 3,216 9,491 2171 0 -

Science Implementation Grant 2171 3245 Science Subjects Expense 4390 0 2171 0 -

124,863 97,303 27,560

WORKSHEET: CALCULATION UNSPENT GRANTS 

Current Year Grant 

Income

Current Year         

Expenditure

Total Grant Unspent



Review Nominal activity – I&E 

Accounts

Review nominal 

account for 

accuracy and 

completeness

Should show 

week numbers in 

reference or 

detail. Then easier 

to check

PAYE cost not 

showing – needs 

follow up

39



4 0

38
Compare with budget & Prior Year

Review postings in nominal 
activity report for accuracy

Schedule & Review the spending 
of the school income

Does the income cover the cost it 
was collected for?

Review of school generated income 

Income Code Income
Income 

Amount €

Expenditure 

Code
Expenditure 

Expenditure 

Amount €
Surplus/Deficit € Comment

3310 Transition Year Income 40554 4590
Transition Year 

Expense
43484 -2930 TY Grant = 10,450

3495 Mock Exam Income 27490 4750 Mock Exam Expense 25290 2200 On target

3490
After School Study 

Income
67419 4190

After School Study 

Expense
32624 34795

Ensure cost is complete
Good school funding 

3520 School Musical Income 35499 4720
School Musical 

Expense
42270 -6771

Need to look at costs for 
next year

3530 School Tours Income 8750 4710 School Tour Expense 1426 7324
Check costs for 
completeness



REVIEWING SCHOOL 
EXPENDITURE

4 1

REVIEW SUMMARY OF EXPENDITURE

If less than budget or PY check 
accuracy

If greater than Budget or PY – 
Analyse the overspends

Review nominal activity for 
accuracy of postings

Sample data Preparing for Year end August

BOM Income and Expenditure Account

Period Budget Difference Prior Year

Total Department Income: 520,832 501,000 19,832 498,504

Total School Generated Income: 100,662 149,168 -48,506 149,168

Total Other 
Income: 9,254 35,123 -25,869 35,123

TOTAL Income: 630,748 685,291 -54,543 682,795

Expenditure

Total Education Salaries: 35,405 48,077 -12,672 48,077

Total Education Other: 234,060 222,011 12,049 222,011

Total Repairs Maintenance & Establishment: 207,983 248,471 -40,488 248,471

Total Administration: 83,717 151,224 -67,507 151,224

Total Financial: 13,005 12,952 53 12,952

TOTAL 
Expenditure: 574,170 682,735 -108,565 682,735

NET PROFIT/(LOSS) 56,578 2,556 54,022 60
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REVIEWING SCHOOL 
EXPENDITURE

4 2

REVIEW MAINTENANCE COSTS

REPAIR V CAPITAL

If less than budget or PY check 
accuracy

If greater than Budget or PY – 
Analyse the overspends

Review nominal activity for 
accuracy of postings

42



Review Nominal activity 

Balance Sheet Accounts review

43

Balances in Balance sheet 
Dictates accuracy of I&E Account

Closing 
Balances in 

BS

Movements

Oening 
Balances in 

Balance 
sheet



BALANCE SHEET

4 4

❑ A list of Assets & liabilities @ 31.8.2025

✓ Check postings in nominal activity

✓ Check opening balances were adjusted out?

✓ Provide Supporting paperwork to support 
balances

✓ Provide Supporting calculations

❑ Grants received in advance should be recorded as 
a liability in the Balance sheet 

❑ Income received in advance should be recorded as 
a liability in the Balance Sheet at 31.8.2025

❑ Costs relating to FY 25/26 should be recorded as 
prepayments in the Balance Sheet at 31.8.2025 

❑ Capital grants and related costs should be 
reflected in the 3900 nominal code range in the 
Balance sheet

FSSU 
Guideline

What to watch out for

Grants new to 2025

Income + 
Expenditure report

Balance sheet

07 – 2024/2025 Free Schoolbooks 24/25
3151/3152 
4731/4113

32 – 2024/2025 Free schoolbooks 25/26
2150/1720

39 – 24/25 ICT
Non capital
3230/4410

3921
1461

41 – 24/25
Mobile phone 

pouches/storage
3921/1421

20 – 2024/2025
Science Implementation grant 
25/26

2150
1720

12 – 2024/2025 Funding for Solar Panels
2171
3900
3940
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The Financial Year end 
Dealing with the accountant

45

 Accountant should provide a 
checklist of requirements for the 
accounts review

 They work on the balances listed 
in the Trial Balance @ 31.8.2025

 The checking and reviewing  
work carried out throughout 
September will be very beneficial 
in picking up any problems

General Ledger

Trial 

Balance 

B/F

Trial 

Balance @ 

31.8.2025



Balance 

Sheet

Gather 

supporting 

paperwork & 

calculations

46



Year end accounts File Aug 2025

Aug 2025 Y/E  
Accounts 
file2024

1. Final TB & 
Financial 
Accounts 

2. Year-end 
Adjustments 

3. Year-end 
reports when 

finalised 
4. Bank

5. Accruals 
6. 

Prepayments
7. VAT returns

8. Payroll 
reports

9. Income
10. 

Ringfenced 
Grants 

11. Fixed 
assets

47



Use technology to facilitate efficient  communication with 

Accountant
48

Liaise with your IT 
support to set up a 
shared drive with the 
School accountant2

Password can be put on 
key files



Sage 50 Accounts – Latest upgrade details available on website

49



5. Conclusion

Suggested action plan for 

new school accounts 

personnel

FSSU / Year end Guideline

Webinar training

FSSU Support

50



Financial Year end 2024/2025

An action plan for new school accounts personnel

Deadline for submission of accounts to school accountant is 30.9.2025

Don’t worry about the technicalities, the school accountant will finalise the accounts

Do the usual updating in Sage 50 as well as you can. Ensure that the journal adjustments at 1.9.2024 

were recorded in Sage 50

Important to link in with the school accountant as early as possible to establish what information they 

will require, in what format and in what timeframe. Agree the Trial Balance brought forward with them

Activate remote data access in Sage 50 for the accountant 

Information gathering as early and as efficiently as possible will help the process

51



Action Plan - Timeline

Sept week 1

Year end Accounts file opened

All financial Data entered (Bank 

Feeds) 

All banks reconciled & adjust old items

Review Nominal ledger & follow up 

queries

Sept week 2-3

Reviewing & meeting with Principal

Listing Accruals/Prepayments

Revenue returns

Week 4 

Complete worksheet for unspent 

grants / SCI

Final Reviewing & adjusting

Substantial Y/E file with paperwork

30.9.2025

Accountant notified that 

accounts are ready for review 

(via Remote Data Access)

Share link to Sage Data backup 

& supporting paperwork

October 

Sage is date driven

Keep accounts up to date

 for September & prepare 

appropriate BOM reports mid 

Oct

Import the 

budget for 

25/26 into 

Sage 50

Run all the 

September 

BOM reports 

for new Fin 

Year
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Latest date 

for running 

Y/E in Sage is 

0ct 10th
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Thank you for attending our webinar 

If you have any other questions, please call or email us:If you have any other questions, please call or email us:

Phone: (01) 269 0677

Email: Info@fssu.ie

Phone: (01) 269 0677

Email: Info@fssu.ie
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