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AND KEY REPORTS
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FSSU Video Series



Training resources
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Training videos:

• Financial Internal Controls

• Monthly Reporting Process and Key Reports

• Monthly Reporting –Focus on The Income and Expenditure 

Report & BOM Summary Finance Report



Agenda
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Monthly reporting process

Reports to review

How to review
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Monthly Financial Reports-Process

Financial 
Reports

Accounts 
personnel

Principal

Finance Sub-
committee

Board of 
Management
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Monthly Financial Reports-Process

Board of Management:

The full set of financial reports is made available to the entire board for 

review, but it is the function of the FSC to review in detail. 

The FSC summary report is presented at the main board meeting.

Refer to the guide for finance sub-committees on reviewing month end 

reports
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Monthly Financial Reports-Process

Finance Sub-Commitee:

The FSC reviews all reports in detail and 
ensures everything is in order.

Prepare a summary report highlighting key 
points or issues from the reports for the board.
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Monthly Financial Reports-Process

Accounts Secretary/Clerical Officer

Timing: Schedule a standing meeting with the accounts secretary or clerical officer 10 
days after month-end, regardless of whether or not there is a board meeting.

Purpose: Review the monthly financial reports to ensure income and expenses are in line 
with budget

Note: If these reports are not being received, contact us immediately to arrange training 
for the accounts secretary or clerical officer.



Monthly Financial Reports-Process
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1. Financial reports to be reviewed

2. How to review the financial reports

3. Preparing the summary finance report for the board meeting

https://www.fssu.ie/app/uploads/2018/10/FSSU-Board-of-Management-Manual-CC-September-2025.pdf
https://www.fssu.ie/app/uploads/2020/11/FSSU-Board-of-Management-Manual-VSS-September-2025.pdf


Step 1:
Financial reports to be 
reviewed
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A list of balances on all school bank and 
cash accounts 

Up to date bank reconciliation statement 
for each bank account 

Payments and receipts listings for each 
bank account 

Income and Expenditure Account report 
showing actual versus budgeted figures 

Balance Sheet report



Step 1: Financial reports to be reviewed
Supporting documentation

i. List of all creditors/outstanding invoices/accruals 

ii. Supplier invoices and statements since the last committee meeting 

iii. Summary of income/grants received in advance for the next school 
year  

iv. List of prepayments

v. Gross to net payroll reports 

vi. List of employees showing their approved gross annual/weekly/ 
monthly/hourly pay
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Step 1: Financial reports to be reviewed-continued
Supporting documentation

vii. Capital income and expenditure account

viii. Bank Statements 

ix. Credit card statement and supporting documentation approved by 
the chairperson 

x. The nominal activity report  

xi. RCT and VAT returns 

xii. FSSU Guidelines issued
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Step 2: 

How to review the 
financial reports
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COMPLETENESS

All data included  

ACCURACY

Correct headings

Up to date data



Checklist

13



Step 2: How to review the financial reports
Balances on all school bank accounts
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• All bank accounts listed with balances 

and date of last reconciliation

• Bank statements in the name and 

address of the board of management 

• Board approval for new or closed bank 

accounts

• Are all bank accounts necessary

31/06/20xx

 31/06/20xx

31/06/20xx

31/06/20xx

31/06/20XX



Step 2:

How to review 

the financial 

reports

Bank reconciliation 

statement for each 

active bank account
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31/12/20XX

No.1 31.08.xx

10/12/20XX

20/08/20XX

01/12/20XX

31/12/20XX

31/12/20XX



Step 2: How to 

review the 

financial reports
Payments and receipts 

listing for each bank 

account
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Step 2: How to 

review the 

financial reports
Payments and receipts 

listing for each bank 

account
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Review

Unusual 
transactions

Personal 
names 

Invoices  P.O. 
del docket

Procurement
Credit card –
Chairperson

Credit card –
Receipts

Petty cash 
limits



Income

• Department of Education and Youth 
Grants

• Other State Income

• School Generated Income

• Other Income

Expenditure

• Education Salary

• Education Other Expenditure

• Repairs, Maintenance & Establishment

• Administration

• Financial

• Depreciation

Step 2: How to 
review the 
financial reports
Income & Expenditure 
report

18



Fixed Assets

Current Assets

Current Liabilities

Long Term Liabilities

Capital & Reserves

Step 2: How to 
review the 
financial reports
Balance sheet report
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Step 2: How to review the financial reports
Balance sheet report
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VSS Sage 50

Review

C&C Brightbooks



Step 2: How to review the financial reports
Balance sheet report – Fixed Assets
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Review

Sep 20XX – Dec 20XX Sep 20XX – Dec 20XX



Step 2: How to review the financial reports
Balance sheet report – Current Assets
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Review



Step 2: How to review the financial reports
List of prepayments

Review

List

Posted in 
balance 

sheet
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Step 2: How to review the financial reports
Balance sheet report – Current Liabilities
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Review



Step 2: How to 

review the financial 

reports

Balance sheet report – 

Current Liabilities

25
Review

31/12/20XX

31/12/20XX



Step 2: How to review the financial reports
Balance sheet report – Current Liabilities
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Review



Step 2: How to review the financial reports
Summary of income / Grants received for next school year
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Review

List 
prepared

Check 
Nominal 
Activity 
Report

Does the income 
relate to the next 
academic year

Journal to 
correct 
income 

categoryBook Grant (All Schools)

DEIS Grant (All DEIS Schools)
Non-Pay Grant (C&C only)

Non-Teaching Pay Grant (C&C only)

SSSF (Advance in C&C only)



Step 2: How to review the financial reports
Balance sheet report

28

Double 
Check !



Step 2: How to review the financial reports
Gross to net payroll reports

Review

No of 
Employees

New 
employees 

added / 
leavers 

removed

Contracts 
for all staff

Revenue 
Payments are 

up to date

Selection 
committee/

tutors/ 
supervisors

Prior period 
comparison

Increases 
approved by 

BOM

Mandated 
increases 
applied

Enhanced 
Reporting 

Requirements
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Step 2:

How to review 

the financial 

reports

Capital income 

and expenditure 

account report
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Monthly Reporting
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Conclusion
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Monthly financial reports process

Recommended financial reports

Reviewing the financial reports



Thank you for viewing this recording

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

Phone: (01) 269 0677

Email: Info@fssu.ie

33
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