
FSSU Video Series

Preparing the Year-End Accounts Information

Working with the External Accountant



Year-end 
Accounts 
Preparation 
checklist
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Agenda
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Year end file

External accountants access to BrightBooks 

The external accountants checklist and handling queries

Information provided by the external accountant.

Important dates

Communicating with the external accountant



Proactive 
communication
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Date Accounts Finalised

Regular communication ensure deadline 28.02 is met

30th September

Provide the external accountant with the year end file

1st week September

Contact the external accountant 



Year End Accounts File

5

1. Final TB &  
Financial 

Accounts

Provided by the 
external accountant 

2. Year-end 
Adjustments

Provided by the 
external accountant 

3. Year-end 
reports 

 

4. Bank

5. Suppliers & 
Accruals 

6. Debtors & 
Prepayments

7. VAT returns 8.RCT Returns

9. Payroll reports 
inc. Pensions

10. Income
11. Ringfenced 

Grants 
12. Fixed assets



External Accountants Access to 

BrightBooks
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Exteranl Accountants Access to 

BrightBooks
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Reports to Be Run to 31.08
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Bank reconciliation report including the list of unreconciled transactions at the year-end for 
each account.

Aged supplier balances report 

Aged customer balances report (only for schools using the customer module) 

General ledger account details for all general ledger codes and departments

Income and Expenditure report

Balance sheet 

Trial balance 



The External Accountants Checklist
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Trial Balance as at 31.08

Income and Expenditure report for the FY

Additions to fixed assets and the supporting invoices

Bank reconciliations

Calculation of unspent grants at 31.08



The External Accountants Checklist
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Copies of Statutory Returns 

Accruals & supporting documents

Prepayments & supporting documents

Capital projects supporting documents

Payroll Reports



Handling Audit Queries Effectively

 7 Things to Remember         
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The Year end File 

Develop a better understanding

Anticipate questions

Technical terms – Ask the external accountant to explain

Trust in your knowledge

The external accountants here to finalise the accounts 



What the External Accountant Provides
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Hard copy of the annual accounts

A Final Trial balance

List of year end adjustments  

Breakdown of any adjusted closing balances on the balance sheet

A final bank reconciliation – if adjustments are posted to the bank accounts



Importance of the Year End Adjustments

13

Balances B/F – clean starting point

What ringfenced grants remain unspent and available for the 
new FY

Is income in advance recorded in the new FY correctly



Important  

Dates
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•External accountant notified 
accounts are ready for review30.09.XX

•Record adjustments from external 
accountant into BrightBooks  and 
process the year end.

10.10.XX

•Draft Accounts to BOM approval30.11.XX

•Accounts approved for 
submission to the FSSU by BOM31.12.XX

•Accounts filed by the external 
accountant with the FSSU28.02.XX



Further resources
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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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