
Financial Training for Newly 

Appointed Principals

MONTHLY REPORTING REVIEW
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FSSU Video Series
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Training videos:

• Financial Internal Controls

• Monthly Reporting Review

• Monthly Reporting Review - Balance Sheet Review

Further Resources:

Key Internal Financial Controls Checklist

This checklist will help new Principals to develop and 

implement best practice internal financial controls 

within their schools. 

Training Resources

https://www.fssu.ie/app/uploads/2025/09/Key-Internal-Controls-for-Principals-Primary-updated.pdf


Agenda
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Monthly reporting process

Reports to review

How to review



4Financial Reporting Responsibilities

• Prepare financial reports each month

• Prepare on a timely basis after month end
Accounts Preparation

• Reviews financial reports each month

• Monthly meeting with secretary/treasurer
Principal

• Prepare summary financial report for BOMTreasurer

• Overall responsibility for financial governanceBoard of management



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 budget figures 

Balance Sheet report (if using an accounts 
package)



Step 1: Financial reports to be reviewed
Supporting documentation

 List of all outstanding invoices/ prepayments/ summary of 
income/grants received in advance for the next school year 

 Capital income and expenditure account

 Gross to net payroll reports 

 Bank statements / credit card statements

 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
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Month End Checklist

https://view.officeapps.live.com/op/view.aspx?src=https%3A%2F%2Fwww.fssu.ie%2Fapp%2Fuploads%2F2026%2F07%2FMonth-End-Checklist-Treasurers-Manual-rev26.docx&wdOrigin=BROWSELINK


Step 2: How to review the financial reports
1. 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



Step 2: How to 

review the 

financial reports

2. Bank reconciliation 

statement for each 

active bank account
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Step 2: How to 

review the 

financial reports

3. Payments and 

receipts report
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Step 2: How to 

review the 

financial reports

3. Payments and 

receipts reports
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Review

Unusual 
transactions

Personal 
names 

Invoice, 
delivery 
docket

Purchase 
approval

Procurement

2 
approvers

Credit card 
–

Chairperson 
& treasurer

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

4. Income & 
Expenditure report
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Ringfenced v’s non ringfenced

Ringfenced e.g.

 ICT grant / Minor works grant  

 Free schoolbook grant

 Capital grants

 Restricted fundraising

Can only be spent on specific purpose 

Non ringfenced e.g.

 Capitation

 Ancillary grant

 Rental income

 Unrestricted fundraising

Board of management discretion
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** NB** Ringfenced grants should be reconciled at year-end. 

Advise accountant of unspent amount to be carried forward to next year



How to review 

the financial 

reports

4. Income and 

expenditure 

account report 

showing actual 

versus budgeted 

figures

15
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4. Income and expenditure report showing actual 

versus budget



17
4. Income and expenditure report showing actual 

versus budget



18
4. Income and expenditure report showing actual 

versus budget

• Overspending ?

• Approved by board?

• Purchasing controls in 

place ?

• Procurement?

• Mis posting?

• Budget not sufficient?



194. Income and expenditure report showing actual 

versus budget



20Step 2: How to review the financial reports
4. Income and expenditure account report showing actual 

versus budgeted figures
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Fixed Assets

Current Assets

Current Liabilities

Long Term Liabilities

Capital & Reserves

Step 2: How to 
review the 
financial reports

5. Balance sheet 
report (if using an 
accounts package)
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i. List of all outstanding invoices/prepayments/ summary of 
income/grants received in advance for the next school year  

ii. Capital income and expenditure report (if relevant)

iii. Gross to net payroll reports 

iv. Bank statements / Credit card statement 

v. Bank summary report

vi. FSSU guidelines issued
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Step 2: How to review the financial reports
Supporting documentation



23Step 2: How to review the financial reports
i. List of outstanding invoices/prepayments/income in 

advance

• Invoices received not paid

• Invoices not received but due

List of outstanding 
invoices

• Invoice paid in advance

• Invoice part paid in advance e.g. insurance
List of prepayments

•Free schoolbook grant

•School generated income

Income received in 
advance



Step 2:

How to review 

the financial 

reports

ii.Capital income and 

expenditure account 

report
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Step 2: How to review the financial reports
iii. 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

iv. Bank statement & 

Credit card statement
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Are all statements in the name and address 
of the school 

Has any bank accounts been opened or 
closed during the month

Was all transactions approved by 
Principal beforehand

Are all receipts attached to credit card 
statement

Approval – chairperson & treasurer



Step 2:

How to review 

the financial 

reports

v. Bank summary 

report
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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) 910 4020

Email: primary@fssu.ie
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