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Year end checklist : Action Point 2-4
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Action 2:

Ensure you have bank statements for all school bank accounts covering the period  1st 

September to 31st August and ensure all bank accounts are reconciled up to 31st 

August

Action 3:

Review the bank reconciliation report as follows:

A. Review the list of outstanding payments and receipts on the bank reconciliation 

to ensure they are accurate. 

B. Any duplicate entries should be Identified and written off. 

C. Any outstanding payments/receipts more than six-months-old should be 

investigated.

Action 4:

Ensure that the petty cash and credit card transactions are recorded for the year and 

that the balances in the petty cash and credit card account are correctly stated at 

the end of the year.



Year end checklist: Action Point 5 – 6 & 13
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Action 6:

 Ensure that the balance in the online payment solution clearing account (code 1870) 

equates to the amount of money owed from the online payments company at the 31st 

of August 

Action 5:

Ensure that the balance in the Cash Control Account equates to the amount of cash 

and cheques held in the safe on 31st August. 

Action 13:

Parents Association: Ensure all financial documentation is made available to the 

school’s external accountant/auditor for inclusion in the annual financial accounts of 

the school.



Action point 2: Bank Statements
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• Print and file in bank statements folder

• Covering period from 1st September to 
31st August 

• Review folder for missing statements

• Provide these to the accountant

Current 
Account

Deposit 
Account

DSP School 
Meals 

Account

Credit Card 
Account

Parents 
Association 

Account
Petty Cash



Action point 3: Bank Reconciliations
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• Review all outstanding payments and receipts

• Review outstanding cheques

• Write back any old cheques

• Covering period from 1st September to 31st 
August

• Provide to the accountant



Bank Reconciliation
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List of items outstanding



Bank Reconciliation Process
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Bank Reconciliation Process
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Sample Bank Reconciliation Report
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Cancelling a 

cheque in 

Brightbooks

11Make a list of the cheques to be cancelled. 

List the cheque or payment ref, payee, amount, nominal 
code and department.

Go to ‘Banking menu’ select ‘Payments’ and select the 
bank account

Enter the details of each payment on the cancel list as 
a negative payment 

Go back to the bank account you were reconciling

Match the outstanding cheques to the receipts just entered.

Brightbooks-

Manual-Final.pdf

https://www.fssu.ie/post-primary/topics/brightbooks/manual-for-surf-accounts/
https://www.fssu.ie/post-primary/topics/brightbooks/manual-for-surf-accounts/
https://www.fssu.ie/post-primary/topics/brightbooks/manual-for-surf-accounts/
https://www.fssu.ie/post-primary/topics/brightbooks/manual-for-surf-accounts/
https://www.fssu.ie/post-primary/topics/brightbooks/manual-for-surf-accounts/


Action point 4: Petty Cash & Credit Cards
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✓Review petty cash balance and ensure it agrees 

with cash balance in school safe

✓Ensure credit card transactions are recorded and 

agree with credit card statement

✓Ensure back up is available for all transactions
Petty Cash Sample 

Template

https://view.officeapps.live.com/op/view.aspx?src=https%3A%2F%2Fwww.fssu.ie%2Fapp%2Fuploads%2F2022%2F10%2FPetty-Cashbook-Template-and-Example.docx&wdOrigin=BROWSELINK
https://view.officeapps.live.com/op/view.aspx?src=https%3A%2F%2Fwww.fssu.ie%2Fapp%2Fuploads%2F2022%2F10%2FPetty-Cashbook-Template-and-Example.docx&wdOrigin=BROWSELINK


Petty 

Cash 

Review

All transactions backed up by a valid 
receipt for Petty Cash

The balance on the petty cash 
account agreed to the count in the 

petty cash box

Petty Cash payments should be within limits 
set by the board and there should be a 

voucher for each payment 



School Credit Card Review
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Statements 
Received?

Credit card 
statement 

signed?

Receipts for all 
transactions?

Receipts 
attached to 
statement?

Spending 
within 

approved 
limit?

Credit card 
used only 

when 
necessary? 

No debit cards 
used?



School Credit Card Review
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Action point 5: Cash Control Account
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✓Verify that the Cash Control Account balance agrees 

with physical cash & cheques in safe

✓Identify what funds are paid in advance and what 

is related to current year

✓Investigate any differences

✓Accurately recorded

✓Retain any supporting documentation



Cash 

Control 
Account

General ledger Activity 

Report

Bank Reconciliation 

Report



Action point 6: Online Payment Solutions 

Clearing Account
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✓Verify the Online Payment Solution Account matches 

the amount on your Inschool Administration package

✓Reconcile outstanding transactions that have been 

processed but not yet transferred to bank

✓Accurately record all transaction to 31st August

✓Retain any supporting documentation

Online Clearing 

Account-

Brightbooks

https://www.fssu.ie/post-primary/topics/sage-50-accounts/training/training-videos/income-in-advance-and-the-on-line-clearing-account/
https://www.fssu.ie/post-primary/topics/sage-50-accounts/training/training-videos/income-in-advance-and-the-on-line-clearing-account/
https://www.fssu.ie/post-primary/topics/sage-50-accounts/training/training-videos/income-in-advance-and-the-on-line-clearing-account/
https://www.fssu.ie/post-primary/topics/sage-50-accounts/training/training-videos/income-in-advance-and-the-on-line-clearing-account/


School Online Payment system
19



Action point 13: Parents Association 

Accounts
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✓Provide all documentation to the accountant at year 

end

✓Advise the accountant of any restricted or unrestricted 

fundraising.

Bank 
Statements

Bank 
reconciliations

Income 
Records

Expenditure 
Records

Invoices & 
Receipts

Payment 
Receipts

Parents 

Association 

Guidelines - FSSU

https://www.fssu.ie/post-primary/topics/parents-association/guidelines-on-parents-association/
https://www.fssu.ie/post-primary/topics/parents-association/guidelines-on-parents-association/
https://www.fssu.ie/post-primary/topics/parents-association/guidelines-on-parents-association/
https://www.fssu.ie/post-primary/topics/parents-association/guidelines-on-parents-association/
https://www.fssu.ie/post-primary/topics/parents-association/guidelines-on-parents-association/


Further resources

21



FSSU Contact Details
Financial Support Services Unit

Phone

01 269 0677

Email

info@fssu.ie

Please contact the FSSU if you need support.

www.fssu.ie



Thank You
FINANCIAL SUPPORT SERVICES UNIT

(FSSU)
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