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Year End Accounts Preparation Checklist

Before you send your end of year accounts to your accountant for submission to
F5S5U, please ensure you have completed the following checklist.

Action Completed

Year-end
Accounts

2 | Ensure you have bank statementsfor all school bank accounts covering
the period 1st September to 31st August and ensure all bank accounts
are reconciled up to 31st August.

3 | Review the bank reconciliation report as follows:

a. Review the list of outstanding payments and receipts on the bank A
reconciliation to ensure they are accurate. |

b. Any duplicate entries should be corrected. P re p q ra tl o n

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

be investigated H
4 | Ensure thatthe petty cashand credit card transactions are recorded for C eC Is

the yearand thatthe balancesin the petty cash and credit card account
are correctly stated at the end of the year =
3 | Ensure that the balance in the Cash Control Account equates to the
amount of cash and cheques held in the safe on 31st August.

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. —

13 | Parents Association: Ensure all financial documentation is made
available tothe school’s external accountant/auditor forinclusionin the
annual financial accounts of the school.




Year end checklist : Action Point 2-4

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.
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Year end checklist: Action Point 5-6 & 13

Action 5:
Ensure that the balance in the Cash Conftrol Account equates to the amount of cash
and cheques held in the safe on 31st August.

Action é:
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 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

Print and file in bank statements folder

Covering period from 15t September to
315t August

Review folder for missing statements

Provide these to the accountant

Current
Account

DSP School
Meals
Account

Deposit
Account

Credit Card
Account

Parents

Association
Account

Petty Cash

%, FSSU
@ gyt ()




Review all outstanding payments and receipts

Review outstanding cheques

Write back any old cheques

Covering period from 15t September to 315t
August

Provide to the accountant




Bank Reconciliation

Banking

Edit Bank Reconciliation
Bank Accounts Receipts Payments Bank Reconciliation Bank Fe:

Statement Date

Bank Reconciliation m 31/08/20XX i 1800 Current Account 1 v

Opening Statement Balance Closing Statement Balance

934,174.66 ‘ 956,066.14

List of items outstanding

MNotes

%, FSSU
Q g




Reconciliation Process

1800 Current Account 1 3 AUG 20XX Bank Reconciliation Complete

Balance as per BrightBooks on 31/08/20XX 955,936.14

Balance per Bank Statement 956,066.14

Less un-presented Payments -2,238.52

Plus un-presented Lodgment 24,000.00

Reconciled Balance 977.827.62

Difference -21,891.48

Date = Ref.No Lodg. Mo. Type Description Payments Receipts
31-May-20XX Balance Forward
0T-Jun-2000¢ bus escort Payment bus escort 1,153.52 0.00 D &
18-Jun-20x%X S5&5 wages Payment 585 wages 525.00 0.00 D i
10-Jul-20xX payment CC Payment 430.00 0.00 D i
28-Aug-20xX lodgement Payment 0.00 9,250.00 D i
30-Aug-20xX Lodgement Receipt 0.00 14,750.00 D i
L
Q 5&%’9‘@ lon travel Payment H Fallon travel exp 130.00 0.00 D &
=i




econciliation Process

1800 Current Account 1

Balance as per BrightBooks on 31/0872003(

31 AUG 200X

935,936.14

Bank Reconciliation Complete

TR LAt e

Less un-presented Payments

o

-130.00

Reconciled Balance

955,936.14 v

2,108.52 24,0

Difference 0.00
Date = Ref.No Loedg. Mo. Type Description Payments
31-May-20xX Balance Forward
01-Jun-20C¢C bus escort Payment bus escort 1,153.52
18-Jun-200X S&5 wages Payment S&5 wages 525.00
10-Jul-200¢¢ payment CC Payment 430.00
28-Aug-20KX lodgement Payment 0.00
0-Aug-20KX Lodgement Receipt 0.
1-Aug-20XX H Fallon travel Payment H Fallon travel exp 130.
Totals
#9 FSSU
&“ Hgicos bt (©)

Select All

Receipts Balance

934,174.66
0.00f 933,021.14 7
0.00] 932,496.14 7
.00 932,066.14 7
9,250.008 941,316.14 7
14750000 956,066.14 7
0.0 Y

Cancel



(.’

FSSU

Financial
Sorvico:

Suppart
s Unit

Sample Bank Reconciliation Report

Bank Reconciliation Report

CE&C Demo School

1800 Current Account 1
Balance as per BrightBooks
Balance per Bank Statement
Less un-presented Payments
Plus un-presentad Lodgment

Reconciled Balance

31-Aug-20xX
055,936.14
O56,066.14
130.00
0.00
055,936.14

Date

Ral.No

H Fallon

Lodg.No.

Description

Fayments

Recelpts

31708206 iravel exp Payment H Fallon ravel exp 130,00 -
30/08,/200 Lodgeament Receipt 14,750.00
28,/08/20%X lodgement Payment 9,250.00
10/07/20%X payment CC Payment 430.00 -
18/06,/ 200K S&S wages Payment S&S wages 525.00 -
01,/06/200 bus escort Payment bus escort 1.153.52 -

Totals: €2 23852 €24,000.00

10




Cancelling a

cheque in
Brightbooks

@



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/
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Action point 4: Peitty Cash & Credit Cards

\/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

All fransactions 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 @
voucher for each payment




School Credit Card Review

Credit card

Statements used only No debit cards
Received? when used?
necessary?
Credit card Spe.nd.mg
within
statement Al
: 2
signeds limit?
Receipts for all Recelpis
) attached to
transactions? :
statement?




School Credit Card Review

Code Date Doc.No. Type Details Debit Credit Balance
1840-5chool Credit Card - Mastercard
All other departments
1840 07/04/20%% 165 PMT 100.00 -100.00
1840 DE/05/2023 163 PMT 552.50 -632.50
1840 13/05/203K 168 PMT 652.50
1840 07/07/203K 164 PMT 300.00 -300.00
1840 10/07/203 165 PMT 430.00 130,00
T840 16/07/20XX 166 PRT 100,00 30.00
T840 307203 167 PRT 30.00
1840 05/08/20XX ™M PMT 250.0d0
Subtotal for All other departments €1,082.50 €1,332.50
Totals: £1,082.50 £1,332.50 £-250.00
Totals: £1,082.50 £1,332.50 £-250.00
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Action point 5: Cash Control Account

‘/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
fyrssy



Bank Reconciliation Report
C&C Dema School

o . 1905 Cash Control Account 31-Aug-20xK
Bonk ReconC”lOTlon Balance as per BrightBooks 350.00
Balance per Bank Statement 350.00
R e p @) r'I' Less un-presented Payments 0.00
Plus un-presented Lodgment f 0
Reconciled Balance
Date Rel.No Lodg.No. Type Description Payments Receipts
earbook
- 350.00
3082000 incoMme Receipt
Cash )
ZBI0BS20m00 lodgement Payment 8,250.00
q s 071074200 i‘fg““' admin Receipt : 2,500.00
01/06/20%K locker income Receipt - 250.04

( : o n tro I 01/04/20%K TY income Receipl - 6,500.00
Totals: €9,250.00 €9, 600.00

Account

Code Date Doc.No. Type Details Debit Credit Balance
1905-Cash Control Account
1905 0104 2000 112 RCPT B,500.00 - B,500.00
1905 01062000 113 RCPT 250.00 - 6,750.00
o 1805 0707200 114 RCPT 2,500.00 - 9,250.00
Genero' |edger ACTIVITy 1905 2R/08/ 200 176 PMT - 8,250.00 -
R e p @) r'I' 1905 31/08/20%% 115 RCPT 350.00 - 350.00
Subtotal for €9,600.00 €9,250.00 €150.00
Totals: €89,600.00 €5,250.00 €350.00
Totals: €89,600.00 €5,250.00 €350.00
-
79 FSSU
&J oo



Action point 6: Online Payment Solu’rions]8

Clearing Account

‘/Verify the Online Payment Solution Account matches

Online Clearing
Account-
Brightbooks

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 315t August

\/Retain any supporting documentation


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

Online Payment Solutions Statement
Gross Charges MNet to be received
TY Income £ 10,000.00 € 200,00 € 9,750.00
Locker Income € 2.064,10 € 64.10 £ 2,900.00
Yearbook Incon £ 206410 € 64.10 € 2,000.00
Admin Crgs £ 4,615.38 € 115.38 € 4,500.00
I £ 19,743,568 € 493.58 € 19,250.00
|
Details Debit Credit Balance
1870 20/08/ 2030 118 RCPT transition year income 9,750.00 - 8, 750.00
1870 27008/ 2020 18 RCPT locker incame 2,500.00 - 12,250.00
1870 270820 3K 17 RCPT Yearbook income 2,500.00 14,750.00
1870 ad i =T =k S -
1870 m)ﬁl{ e RCPT Admin crgs 4,500.00 " 4.500.00
) Sublotal for €19,250.00 €14,750.00 €4,500.00
Totals: €19.250.00 £14,750.00

Totals: €19,250.00 £14,750.00 €4,500.00

FSSU

Fina
S

‘g

ancial Support
ervices Unit
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Action point 13: Parents Association

Accounts

: : Bank Bank
‘/Prowde all documentation to the accountant at year S T meandleriems
end
‘/Advise the accountant of any restricted or unrestricted Income Expenditure
- Records Records
fundraising.

Invoices & Payment
Receipts Receipts



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/

Preparing for the Year-End

Preparing for the year end is an important part of the school’s financial reporting process.

The accounts personnel is responsible for completing the year-end accounts package and
gathering the supporting documentation required by the school’s accountant to prepare the annual

accounts.
To help you with this process, we have developed a range of resources:

Year-End Guideline and Checklist
The Year-End Guideline includes a practical checklist to help you complete each stage of the year-

end process and ensure all required information is available for the accountant.
Welcome to the Financial Support
Services Unit

+ Guideline on preparation of the year end

Webinar - Preparing for the Year End

. It provides guidance on getting ready for the Year end process in terms of reviewing and

gathering information for the accountant and making use of the FSSU Year end resources that are

available.
+« Presentation slides

Year-End Video Series
Our short videos follow the Year-End Guideline and Checklist, with each topic covered separately.

You can waich the full series or go directly to the area where you need additional guidance

U



FSSU Contact Details

Financial Support Services Unit

Phone

Welcome to the Financial Support
Email
info@fssu.ie

Services Unit
Please contact the FSSU if you need support.

www.fssu.ie
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Thank You

FINANCIAL SUPPORT SERVICES UNIT
(FSSU)
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