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Webinar Calendar Auvtumn 2024
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1. Timeline for the Year-end process

. Essential checklis
. Reports to run




e Accountant notified that

30.09.2024 accounts are ready for
review

|-

. . * Draft accounts to BOM for
1. Timeline for L
the year end

process

e Accounts approved for
submission to FSSU by BOM

e Accountant to file accounts
28.02.2025 with FSSU by 28 Feb
.
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Checklist for

finalising year
end 2023-24

Internal Financial Controls
Manual for Schools

Accounting-Year-End-Checklist-
post-primary-schools.docx (live.com)



https://view.officeapps.live.com/op/view.aspx?src=https%3A%2F%2Fwww.fssu.ie%2Fapp%2Fuploads%2F2024%2F07%2FAccounting-Year-End-Checklist-post-primary-schools.docx&wdOrigin=BROWSELINK
https://view.officeapps.live.com/op/view.aspx?src=https%3A%2F%2Fwww.fssu.ie%2Fapp%2Fuploads%2F2024%2F07%2FAccounting-Year-End-Checklist-post-primary-schools.docx&wdOrigin=BROWSELINK

Year End Accounts Preparation Checklist

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

Action Completed

Post all day-to-day transactions for the yvear. This ensures that yvour
management reports and year end postings are accurate. ldeally any
audit adjustments from the accountants should be posted to the
income and expenditure codes within a reasonable time frame.
Ensure yvou hawve bank statements for all school bank accounts cowvering
the period 1st September to 31 st August and ensure all bank accounts
are reconciled up to 31 st August.
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 corrected.
c. Ay outstanding paymentsdreceipts more than six-months-old should
be investigated.

sure that the petty cash and creditcard transactions are recorded for

ancesin the petty cash and creditcard account




Checklist for
finalising year
end 2023-24

%, FSSU
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Action 1: Post all fransactions up to the end of August

% FSSU



Actions

210 6 &
13
Banks

Action Completed

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.

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 corrected.

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

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.

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

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 to the school's external accountant/auditor for inclusion in the
annual financial accounts of the school.

§3,Fssu
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Bank reconciliation

Banking

Bank Accounts Receipts Payments Bank Reconciliation Bank Feeds

Bank Reconciliation m Fewr Barnlc —

Starermernt Oate EBank Sooooant

=1 MOE 202 - T1E0=FE DOE5EF chool Meal BEank

Op=ning Statement Balamnces Clo=sineg StateErment Balance
1=.917 1740

Fdore=

=l - o




Bank reconciliation process

1802 O&P School Meal Bank Account e 21-Aug-2024
Ezlance as per BrightBooks on 31/08/2024 o C.951.00
Ezlance per Bank Statement C C.951.00
Less un-presented Payments d -7,9c0.00
Flus un-presented Lodgment e 0.00
Reconciled Balance f -2,009.00 x
Difference g 7.960.00




Bank reconciliation process

¥

Date Ref.No Lodg. No.  Type Description Payments  Receipts  Balance ¢
0-|un-2024 Balance Forward 13917.00
31-Jul-2024 Payment Marshalls Supermarket 196000 000 5951.00

=N




Bank Reconciliation review for all accounts

: Review list of old
No difference on outstanding

Reconcile to 31-8-24 Bank rec report

items

Review outstanding Correct any
receipts for accuracy duplicates or errors




To cancel out-of-date cheques in BrightBooks

v' Make a list of the cheques to be cancelled.

v’ Listthe cheque/payment reference, payee, amount, nominal code and
department.

v' On ‘Banking menu’ select ‘Payments’

v' Enter the details of each payment as a negative payment.

v' Go back to the reconciliation to match the old outstanding cheques
to the negative payments.

(Section 5.8 - Current Bright manual)




Bank reconciliation process

Bank Reconcihhation Report | Back |
BAMEKS ETATERMEMNTS
180= D5F School Meal Ba_.. o F 082024

Bank Recondliation Report
CEC Denno Schvwoo

1802 DSP School Meal Bank
ACC oL
Balance 8= per BrightBook=s

Balance per Bank Statement
Less un-presented Fayrments
Flus un-presenced Lodgrment
Reconciled Balance

REPORT TYFPES

nreconciled

S1-AuueE-202 4

5,951.00
5,.951.00
0.0
0.0
5,951.00

P
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Peity Cash & School Credit Card

are correctly stated at the end of the year.

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 all petty cash All fransactions backed up by
reimbursements within a valid receipt for Petty Cash

approved limits and agreed
to PC vouchers

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

-



School Credit Card Review

\

Have all the
statements been
received@e

-

\

Has the credit
card statement
been signed by
the chairperson
and Principale

~N

J

-

\

Are all
transactions
backed up by a
valid receipt?

~N

Is the credit card
only used where
other forms of
payment are not

accepted?

-

J

\

Is spending within
the agreed limit?

~N

J

\

C Are supporting A

receipts attached
to the monthly
credit card
statemente

J

Does the board
ensure that debit
cards are not
used for school
expendituree




School Credit Card Review

Code Date Doc.No. Type Details Debit Credit Balance

1840-5choal Credit Card - BMastercard

1840 01/0%2023 Balance Forward - - -
1840 09/07r2024 47 PMT OmedAll - 552.50 -552.50
1840 19/07/2024 48 PMT Hotel Accom Seminar - 400.00 -852.50
1840 01/08/2024 49 PMT 852 .50 - -
1840 06/08/2024 50 FMT the FLower shop - 65.00 -65.00
1840 09/08/2024 | FMT An Post - 270.00 -335.00
1840 23/08/2024 52 FMT Gov Stamp Duty - 30.00 -365.00

Totals: £852.50 €1,317.50 €-365.00

AGREED to Cr
Card Statement Totals: €952.50 €1,317.50




Cash Control Account

Date Ref.Mao. Typea Motas Payments Receaipts Balance

18905-Cash Contral Account

1905

28/08/2024 gfdz::;m RCPT Cash from Students - 4, 56800 4,568.00
29/08,/2024 Cash RCPT From Parents - B,590.00 11.158.00
30/08/2024 Cash RCPT Student fees - 3,574.00 14,732.00
30/08/2024 Ladg PMT Ref 126987 - 11,158.00 - 3,574.00

Subtotal for 1905 €11,158.00 €14,732.00 €3,574.00

Cash count in the safe on 315t
AGREED Totals: €11,158.00 €14 732.00 €3.574.00

Totals: €£11,158.00 €14 ,732.00 €3,574.00

% FSSU
Qg. bt




School Online Payment system

RECORD THE
RECEIPTS USING A
QUICK RECEIPT
CODED TO
CLEARING
ACCOUNT 1870

RUN A REPORT
FROM THE ONLINE
PAYMENTS SYSTEM

RECORD QUICK
RECEIPT IN THE
CLEARING
ACCOUNT BASED
ON THIS
SUMMARY

MONITOR
BALANCE IN
CLEARING
ACCOUNT AT
MONTH END

REVIEW THE BOM
INCOME & EXP
REPORT TO
CHECK POSTINGS
IN THE GENERAL
LEDGER.

FSSU




School Online Payment system

VS Ware Summary Aug 24 Demo Data
General Ledger Account Activity .
B Dare St Income analysis Gross Inc  Charges Lodged
B ] Uaio Lo Mo Typa
1H flkDmdines Faymeamns solubon Llea o CaLn -l_lll'Il Eﬂ-]‘IEE :E:g ,ﬂﬂﬂ.ﬂﬂ EEE?.E“] :E:E ,??E.GG
1870 01 0N20ZS Admin fees 24/25 £€6,455.001 €£161.38 £6,293.63
A ra p s T e ] oRAT

o : Locker Income £2,605.50| €65.14| £2,540.36
1870 AoME20ES 4 BT
- R — 4 p— €18,060.00( €453.51| €17,606.99
1870 AEMT02E 1 2iCeT T 24208 & o000 00 i ]
1870 JEMT2024 15 BiCET LCEERS 245258 & 508 50 11 805 806
1870 AEMT02E 20 2iCET SRR 6. 485 00 18, 06080
1870 IMoTR2024 21 RCPT WS Ware July TY24/25 8. 77300 9,287 60
1870 318072024 ar BiCET s Ware Sodmin 2428 £, 20053 2,990 A7
1870 34 TR0 20 2iCeT Wi Wiare Lockers 24008 2 540 %6 LB B
1870 Oi0Er2024 a2 &RAT W5 Wan July dhgs S0 51

Totaks: &35 _O80_ 80 &35 80 &0

Totaks: &35 _O80_ 80 &35 80 &0




Parents Association Bank account

The Parents
Association bank is
required to be
recorded in the
school accounts.

Parents Association Current

Account

€3,083.00

Conne

FSSU = Post-Primary = Topics > Parents Association > Parents Association Guidelines

All Topics

Parents Association Title

P ts A e T Parents’ Association & Finance

Parents Association Guidelines

Number

47 -2019/2020

PRINT

Sector W

C&C, Vol. Secondary

% FSSU
Q =



Actions
71010
Payroll

Payroll records: Print individual employee payroll records for the period

Action

1st September to 31st August, print copy of the payroll summary for the
previous year and have a backup of the payroll saved to a memory stick
to 31st August. (Where payroll journals are utilised).

Completed

The PAYE/PRSI/USC/LPT control account (nominal code 2250) should
equate to the PAYE/PRSI/USC/LPT that is owed to Revenue at 31st of
August.

The net wages control account (code 2200) should be zero or any
balance explained.

Other wage related control account balances (e.g., Union Fees, Single
Public Pension Scheme, ASC) should equate to amounts owed at 31st
August (if recording payroll using the payroll journal).

-



Review Payroll costs to 315t August

Check
balances in
the Balance
Sheet Report
at 31-8-2024

account and /

other wages
related
oelalife]

accounts

-
g a9 FSSU
o Ao i ©

Using payroll

journals: Week 35

included

conftrol

account




Review Payroll costs to 315t August

Week Gross Pay  PAYE USC LPT EE PRSI ER PRSI Other Ded MNetPay DuetoBRev Total Cost
32 £873.04 €77.49 £26.26 £0.00 €34.92 £92.77 £52.050 €B82.32 £231.44 €£965.81
33 £873.04 €77.49 £26.26 £0.00 €34.92 £92.77 £52.050 €B82.32 £231.44 €£965.81
34 £873.04 €77.49 £26.26 £0.00 €34.92 £92.77 £52.050 €B82.32 £231.44 €£965.81
35 £873.04 €77.49 £26.26 £0.00 €34.92 £92.77 £52.050 €B82.32 £231.44 €£965.81

£3,492.16 €309.96 €105.04 €£0.00 €139.68 £371.08 08.20 €2,729.28 £925.76 £3,863.24

7

Payroll Journal
Check balances
Nom Code Notes/Comment .
6010 Clerical Officer Wages Gross Pay W32-35 in the Balance
2200 NetWages Control Net Pay Wk 32-35 £2,729.28 Sheet Report af
2250 PAYE/PRSI Control Payroll taxes Wk 32-35 £925.76 31-8-2024
2230 ASC Control ASC deduction Wk 32-35 £208.20

€3,863.24 €3,863.24

{3, Fssu

o




Review Payroll costs to 315t August

JOURNALS DETAILS
DATE REF NO.
3170872024 T AugWk35
Code Description
6010 Clerical Officers/Secretarial Wages Expense
2200 Net Wages Control Account
2230 AYE/PRSI/USC/LPT Control Account
2230 O ASC Control Account

++ Need Help?

TYPE

Jaurnal

Notes
Gross pay towk 35
Net Pay wis 32-35

PAYE/PRSI Wk 32-35

=

% Add Attachment

ASCWks 32-35

Total Debit Amount

Total Credit Amount

Balance

v
Debit Credit
" 000
» 272928
3,863.24 » 20820
3,863.24
0.00




Review Payroll costs to 315t August

Expenditure Revertue 4%
Administration (A e
6010 Clerical Officers/Secretarial Wages Expense ‘ 3,863.24
6730 InSchool Administration System Expense 453.51
€4 316.75
Accruals
2105 Schoal Incoma Recaived in Advance 18 06050
2150 Grants Received in Advance S0, 500.00
2230 ASC Cantral Account ‘ 208.20
2250 PAYEPRSIWSC/LPT Conlral Accourt U25.76
2260 Reversa VAT Contrel Account 351.00
2270 RCT Contral Account 520.00

-




Review Payroll costs to 315t August

General Ledger Account Activity
C&C Demo School Date Range: 1st Aug 2024 To 31st Aug 2024

Code Date Doc.No. Type Details Debit Credit Balance

2200-Net Wages Conltral Account

2200 01/08/2024 Balance Forward - - -
2200 30/08/2024 42 PMT 272928 - 2,729.28
2200 31/08/2024 8 MJRNL Net Pay wks 32-35 - 2,729.28 -
Totals: €2,729.28 €2,729.28 -

Balanced Totals: €2,729.28 €2,729.28 -

%, FSSU
( =

-
®



Review Payroll costs to 315t August

Payroll faxes Payments
for August not recorded
includede when made

Not using
payroll journals

Use journal for .
J/A liability Alternative:

SIER g record

amount
* CR 2250 owed as o/s

PAYE payment
control

%9, FSSU
@ T ®
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Actions - 11 to 12 VAT & RCT

Action Completed

11 | VAT: Review ROS to ensure all VAT returns are filed. Remember you
must file VAT returns even if liability is Nil. The VAT control account \/

(nominal code 2260) should equate to the VAT that is owed to Revenue
at 31st of August (if using VAT journals).

12 | RCT: Ensure all deductions made from Subcontractors for RCT
purposes have been returnad to Revenue. \/

i
els

Revenue ﬁ

Cain agus Custaim na hEireann
Irish Tax and Customs




Reviewing VAT & RCT Practical example

AT wEll b mcail e i By e B ool Ceammlbegss s
FRIODLCT Ok F T A NTITY LINIT PRICE SUB-TOTAL TAX AMUOUNT FroOTAL
PErarline i 00 o 450 & AN i & . il E & GG
B g el 1.TH] £ ST & 06 & O i BRI
Fer Torrmes & iCH W A6 & 710080 + ':|_|_||::-- & 110000
SAnamiires 1CEl £ &S0 [ L € 000 & A50.040
Memracis [ anes .0 £ A5S 00 L ] L el L W
i E I 100 ST () (N Cx) £ 000 R T |
Rl T ol il L
. . Halkes Tax of Tl
After posting review VAT control 2260 ; P —
& RCT control 2270 A rPau il P i o 000
CredE S & Ll

E TR

@ Financial sup
Sorvicos Ur

U
" ©



Reviewing VAT & RCT Practical example

JOURNALS DETAILS
DATE REF NO. TYPE
26/07/2024 Journal v
Code Description Motes Debit Credit

Repairs to Buildings and Grounds Expense VAT on McBreen July Invoice

@ Reverse VAT Control Account VAT on McBreen July Invoice

Total Debit Amount 351.00
Total Credit Amount 351.00
Balance 0.00




Supplier Payment

Reviewing VAT & RCT Practical example

PAYMENT DETAILS ©MCBO01 - McBreen Environmental

BANK DETAILS

BANK ACCOUNT

SUPPLIER PAYEE
MCEC0T » 1804 Building Fund Bank Account
DATE AMOUNT RCT
31/07/2024 1” RCT2020.00
Doc No. Motes Amount  Paid to-date Unpaid Discount Paid RCT
369258 Sewerage system repaira 2600.00 0.00 0.00 000 208000 520.00

2%, FSSU
@ i ®

2



Reviewing VAT & RCT Practical example

General Ledger Account Activity
C&C Damo School Date Range: 15t Sep 2023 To 31st Aug 2024

Code Date Doc.No. Type Datails Deabit Credit Balance

5310-Repairs to Buildings and Grounds Expanses

5310 01082023 Balance Forward - - -
5310 27/07/2024 160258 PINY MicTnsan Environmanial- 2 600.00 ] 2,600.00
Sewerage syslem repaira
5310 29/07/2024 7 MURML VAT on McBreen July Invoice 351.00 - 2,931.00
Totals: €2,951.00 - €2,951.00
Totals: €2,951.00 - €2,951.00
2010 Carelaker Wages Expense 28974 38
2110 Cleaners Wages Expensea B, 16652

2310 Repairs o Buildings and Grounds Expense 2.851.00

2




Reviewing VAT & RCT Practical example

General Ledger Account Actiity
CAC Dema School

Code Date Doc.No Typsa Details Debit Cradit Balance

- LT
|a|' aarss VA | L5

2260 01072024 Balance Foréid

2260 JINOTI024 T MLRNL VAT on McBresn July nvwgece . 351.00 35 1.0
- tele €351.00 €-151.00

e ‘ July/August VAT - €351
August RCT - €520

2270 0107 Baaim -

2270 0208/ 2024 30 PMT MiBreen Enwieorsranlal £20.00 <50 ()
Totals: . €520.00 €-520.00

-
FSSU
Q g —C)



Reviewing VAT & RCT

Review position
Ensure all

on ROS for
Returns for RCT deductions made
and VAT compare for RCT have been
returned to

the control
accounts

Revenue

You must file VAT returns even if liability is Nil.

September 2024

The July/August
VAT3 and August

RCT liabilities
are payable in




Action 21 - General/Nominal Ledger Activity

33

Action Completed

21 | Run a Nominal Activity Report and review the posting of transactions, to
ensure they are accounted for correctly.
BASED ON PERICD FROM PERIOD TO ACCT. CODE FROM ACCT. CODE TO LEP
Period o | el v AUl v || From 0T ALL Al




General/Nominal Ledger Activity

FSSU Chart of Accounts

Revised September 2023

(Effective for the year ended 31st August 2024)

Income and Expenditure Codes

AT No Description Type Category

310 Capitation™on Pay Budgst income Department of Education

3020 DEIS Grant Income Department of Educatiion

3021 Eary Start Programme MatenalsEqupmeniParental Involvement Grant Income  Income Department of Education

3022 Eary Start Programme Capitation Income Department of Education
Download the chart of accounts from our website here >

-
FSSU
Q P ©


https://www.fssu.ie/post-primary/search-a-z/chart-of-accounts

General/Nominal Ledger Activity

Nominal Groups

Mominal Codes
1000-9949

Income & Expenditure
3000-3899
4000-9999

Balance Sheet

%, FSSU
o((‘ -G




General/Nominal Ledger Activity - Income

SUMMARY OF GRANTS PAYABLE 2023/2024
No ’Grant Rate per Pupil | Instalments ba'-,fment Due |Notes Nominal Code
Description n FSSU Chart
f Accounts
1 |Non-pay grant FE?E.EHJ per 4 Jan/Apr/luly/Oct [25% deduction is applied to <3010>
pupil PPP schools
P Sc.hoo.l Grants
orks grant: Minor Works grant is not gl_,”del_lne hel’e
Flﬂ,ﬂl}ﬂ- + €6 per payable to PPP schools
pupil
2 |Non-teaching pay [Sanctioned staff 4 Jan/Apr/luly/Oct [There is no Departmental <3030>
Lrant at Dept sanction given for Caretakers
approved Pay and Cleaners in PPP schools
iscales
3 |DEIS Grant - 1 Payable in Queries in relation to DEIS <3020>
DEIS (Delivering advance for 23/24 |Grant should be directed to

o


https://www.fssu.ie/app/uploads/2023/03/26-23-Financial-Guideline-CC-Grants-2023-2024_incl-Irish.pdf

General/Nominal Ledger Activity checks

Monitor the
coding of
Watch for transactions,
any unusual consistency is
Check the itfems, key
report run for unexplained
the correct balances
period

2%, FSSU
&Jo P @



General/General Ledger Activity checks

No posting to
depreciation

Capital codes
expenditure

Check conftrol coded to the

account balance

balances sheet codes

%, FSSU
o((‘ -G



Actions 14 - Creditors & Accruals

Action Completed

14 | Complete a manual list of creditors on 31st August (money owed by the

school). If using the purchase ledger print an outstanding creditors list v
at 31st August and agree balances per the report to the supplier’'s
statement/unpaid invoices.

If using the modules in SAGE review

Compile a 2100 - Purchase Ledger Control

manual list OI’



Creditors & Accruals

DATE TO SUPPLIER FROM SUPBLIER TO

[H To ] :[ From ] Q [Tc ] ‘:L[ Current Aging ]
@

% FSSU

Financlal Sup,
Sorvicos Ur
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Creditors & Accruals

Aged Suppher Balance Summany
Ca&C Desrd Schiostd

Code Current Balance I days B days
BARDI B&AFMNA, - 19504 1950
CARPDI Cagital OIL Co - S87 00 .
DLANODA Dunne Elescirical Lbd - . .
EGAOO1 Egan Bus Co - 1.E530 .04 - Z. 0503 .00
MARDD Marmshalls Supermanet - 2 E97T 040 . Z 897 .00
MCBOD McBreen Environmmen Lal - - -
RCTOO1 RCT Test Co - . .
STADIN Slacked OMca Supplias - 388 04 326 )
THEDD1 Thee Baook Cormgany - - .
Totals: - €521.00 €4 947 00

£E5.818.00

-




Creditors & Accruals

General Ledger Account Activity
CE&C Demo School Date Range: 15t Aug 2024 To 31st Aug 2024
Coda Date Doc.Ma. Typea Datails Dabit Cradit Balanca
2100 01/08/2024 Balance Forward - 8.,518.00 -8,518.00
2100 02/08/2024 30 PMT McBrean Environmental 2 080.00 - -6,438.00
2100 02/08/2024 30 FMT RCT McBrean Environmental 520.00 - -5,918.00
Armount
Totals: €2 600.00 €8,518.00 €-5.918.00
Totals: €2 600.00 €8,518.00 €-5,918.00
Current Liabilities
Creditors Agreed

2100 Creditors Contral Account 5.918.00

€5,918.00

2%, FSSU
.(“ ! 2‘.'“""‘.'772’.-’"@




Creditors & Accruals

Cleaning materials

Repairs & maintenance
{

Office/school stationery
_

2%, FSSU
0((5 P @



Creditors & Accruals

DEMO Data
Invoices for August not recorded on the system

Details Amount
Apex Fire €750.00
Electric lreland €3,540.00
EIR - August £2684.44
Three Mobile - August €79.00
JP O'Brien & Co Auditors & Accountants €3,700.00
€£8,393.44

MN/c
2400
5550
6250
6250
6400

General Ledger

Chart of Accounts Jour

Journal entries dated 31-8-2024
DR Expense
CR Accruals 2440




Creditors & Accruals

Code Description Motes Debit Credit DEP
5400 Raoutine Security Expense Apex August bil 750.00 0.00 A0D
5550 Light and Power Expense Electric Ireland Jul/Aug 3,540.00 0.00 AOD
6250 Telephone Expense / 5h5 Text EIR August 28444 0.00 AOD
6250 Telephone Expense / 5M5 Text Three Mabiles 79.00 0.00 AQD
6400 Arcounting / Auditing Expense Accounts fee 2024 3,700.00 0.00 AQD
244] O Accruals August Accruals 0.00 835344 AOD v

i | ]

Total Debit Amount 835344

Total Credit Amount 835344




Creditors & Accruals

General Ledger Account Activity
C&C Dema School Date Range: 15t Sep 2023 To 31sl Aug 20
Code Date Doc.No. Type Datails Deabit Credit Balance
2440-Accruals
2440 01/09v2023 Balance Forward - - -
2440 31/08/2024 9 MNJRML August Accruals - B.,353.44 -8,333.44
Totals: - €8,353.44 €-8,353.44
Totals: - €8,353 44 €-8,353.44
2270 RCT Contral Account o200
2440 Accruals &8, 353.44
€58,918.90

2%, FSSU
.(J. gk I_m@




Actions 15 - Debtors & Prepayments

Action Completed

12

Complete a manual list of debtors & prepayments at 31st August
(money owed to the school). If using the sales ledger print an

v

outstanding debtors list at 31st August and match the balances to
statements sent fo customers

If using the modules in SAGE review

Compile a OI’ 1700 - Sales Ledger Control

manual list

®



Review Debtors & Prepayments: Grants Due

Grant due from SEC for the .,l
State exams 2024 - code 1730 g

Coimision na Scraoduithe Stait
State Examinations Commission

-
FSSU
Q Maa @



Review Debtors & Prepayments: Grants Due

General Ledger Account Activity

C&C Damo School Date Range: 1st Sep 2023 To 31st Aug

Code Date Doc.No. Typea Deatails Debit Credit Balance

J255-5lale Exam Income

a255 20/12/2023 24 RCPT ‘ - 2,000.00 -2,000.00
Totals: - €2,000.00 €-2,000.00

4155-5lale Exam Salaries Expensa

4155 4110572024 37 PMT 4,585.00 - 4,585.00
4155 J0/08/2024 S8 PMT 13,555.00 - 18,150.00
4155 A1/0712024 39 PMT 1,300.00 - 19.450.00

- Totals: €19.450.00 €19 450.00
Totals: €19 450.00 €2 000.00 €17.450.00

‘3‘
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Review Debtors & Prepayments: Grants due

DR 1730 Grants Due

CR 3255 State Exam Income

JOURNALS DETAILS
DATE REF ND. TYPE
% Add Attachment

3110872024 SEC Journal v

Code Description Notes Debit Credit DEP

1730 O GrantsDue SEC State Exams 2024 ‘ 1743000 000 5EC
3255 State Exam Income SEC State Exams 2024 0.00 ‘ 1743000 ACD

gurssy,




Review Debtors & Prepayments: Grants due

@

General Ledger Account Activity
CE&C Demo Schoal Date H..IHHHZ 1si Sep 2021 To 31st Aug 202
[ Lako Lo M. Typo Dedaills bt Lirodit Balamce
1 FAl-orats Due
1730 31082024 10 BURML SEC Stabe Exams 20234 17, 48000 : 17480000
Totaks: €17 480,00 . E1T7.450.00
Current Assets B
Debtors & Prepayments
1700 Sales Ledger Control w 1,000.00
1720 FPrepaymenis ¥,.740.00
1730 Grants Due 17 450.00
i €26,190.00




S/

Review Debtors & Prepayments: Prepayments

Prepayments that may arise in
the school - code 71720

Insurance,

A A A A A A A5y
Rents,

A L A L L B A
Subscriptions/memberships
A L A L L B A

DEMO Data
Prepayments at end August

Details Amount
Allianz €6,240
NAPD €450
Payroll Licence 2025 €750
€7,740

Nfc
5450
6700
6731

-

®



Review Debtors & Prepayments: Prepayments

Journals Journal entries dated 31-8-2024
DR 1720 prepayments &

CR Expense code
JOURNALS DETAILS

DATE REF NO. TYPE

) % Add Attachment
31/08/2024 i+ Prepaid 24 Journal v o _

Code Description Motes Debit Credit DEP

1720 Q. Prepayments Allianz Insurance, NAPD & Payroll Licence ‘ 7,740.00 0.00) ACD

5450 General Insurance Expense Allianz Insurance 6,540.00 ACD
6700 Annual Subscriptions Expense NAPD 24-25 450.00 ACD
6731 Accounting Software / Payrall Software Expense Payrall Licence 2025 -D.EII~ 750.00 ACD

% FSSU
D=0




Review Debtors & Prepayments: Prepayments

K |'".'.|IJ'|'II:||
CE&C Deamo Schisol Date H..IHHH: 1si Sep 203 To 31st Aug 2024
Coda Dato Do M. Typo Detmils Ciobid Crodit Balamce
1 Fak-Frepayments
) Allanz Insuance MAPD & ayrol|
1720 J0Er2024 i1 RLRT fra— ¥ r40.00 . T r40.00
Totaks: €7 740,00 . €7 740.00
Totals: €7 740,00 . E£F_740_00
Current Assets
Debtors & Prepayments Details Amount
- Allianz £6,040
1700 Sales Ladgear Controal 1.000.00
s NAPD £450
1720 Prepayments Payroll Licence 2025 €750 | 7.740.00
1730 Grants Due €7,740 |17.450.00
-
FSSU €26,190.00




Review Debtors & Prepayments

General Ledger Account Activity
C&C Damo School Date Range: 1st Aug 2024 To 31sl Aug 20

Code Date Doc.Mo. Typea Details Debit Gredit Balance

1720-Prepaymants

AGREED

o)

1720 01/0B/2024 Balance Forward - - 'L
1720 31/08/2024 11 MJRNL Allianz Insurance, NAPD & Payrol 7.740.00 - 7.740.00
Licanca
Totals: €7,740.00 - €7,740.00
1730-Grants Dua
1730 01082024 Balance Forward - - -
1730 31/08/2024 10 MJRML SEC State Exams 2024 17,450.00 - 17.4:30.00
Totals: €17.450.00 - €17,450.00
Totals: €25 190.00 - €25 190.00
00
1720 FPrepaymenis ¥,.740.00
1730 Granis Due 17 450.00
e €26,190.00




Actions
16 - 19
Income

Action Completed

16

Income received in the current year, for the next school year should be
shown as income received in advance on the balance sheet code 2105.
Use the department function to analyse the various types within the
nominal account. This will facilitate the running of a nominal activity
report by department for code 2105 at 31 August for audit purposes.

17

Alternatively, complete a manual list of income/grants received in the
current school year that relate to the next school year e.g., book grant,
transition year charges, school administration charges, voluntary
contribution.

18

Review the grants for the year to ensure that all grants received for the
next academic year have been included in the accounts as ‘Grants
Received in Advance (nominal codes 2130-2132).

19

Review the income and expenditure for ring fenced grants/income and
carry any unspent amounts forward as unspent grants/income.




Review School Income

Incoming First Year Charge
TY Charge

School Admin Charge
Book Rental Income

Voluntary Contributions

@,

®



Review School Income

BASED ON PERIOD FROM PERIOD TO ACCT. CODE FROM ACCT. CODE TO

Sep-2043 v Augdlid

General Ledger Account Activity
Ca&C Damo School Date Range: 1st Sep 2023 To 31st Aug 20

Coda Datea Doc.Mo. Typa Deatails Debit Credit Balance

2105-5chool Incoma Received in Advance

2105 01082023 Balanca Forward - - -
2105 25/07/2024 20 RCPT ADMIN 24/25 - 6,455.00 -6.455.00
2105 25/07/2024 18 RCPT TY 24/25 - 9,000.00 -15.455.00
2105 25/07/2024 19 RCPT LOCKERS 24/25 - 2,605.50 -18.,060.50
Totals: - €18,060.50 €-18,060.50
Totals: - €18,080.50 €-18,060.50

@,
a9 FSSU
(“ F r.|nc:.'\b.n::rl@



Review School Income

SUMMARY OF GRANTS PAYABLE 2024/2025

Grant

Book Grant
senior cycle

DEIS Schools

and

administration
support grant

junior cycle
pupils only)

Description

Rate per Pupil

Instalments

Provisional

Notes

MNMominal Code

MNon-DEIS Schools

Free schoolbooks
cheme grant

Timing of n FSSU Chart
Payments Accounts
Book grant paid in June 2023 <3150>
is for 2024/2025 school year.
Excluding number of PLC
pupils.
€24.00 Jun
€39.00
€309 Mar Department of Education <3151>
Guidance
Daily rate:
€160.62 May <3152>
+11.05%

Financial Guideline 2023/2024

Fa

Community & Comprehensive Schools




Review School Income

School Name
School Roll Number
Year Ended

Calculation of Grants Received in Advance Template
Sample C&C school - NON DEIS

12345A
31st August 20XX

Grant Name € Amount Received Element |£ Elementin Advance [BrightBooks |BrightBooks
in Debit Code Credit Code
Advance

Non-Pay Grant €28,950.00 1/3 AEEI,,ESD.GD 2150

Non-Teaching Pay Grant €45,620.00 1/3 €£15,206 E? 2150

SSSF Grant £65,420.00 50% £€32,710 GD 2150

Book Grant £10,800.00 100% £10,800 GD 2151

ree SchoolBook Grant

£139,050.00

€139,050.00|

3151

DEIS Grant

€£2,318.79
€0.00

€2,318.79)

Calculation

‘

Journal Import Instructions

€292,158.79

Journal

€209,735.46

3152



Review School Income

General Ledger Account Actihvity
CEC Damo School

Date Range: 1st Sep 2023 To 31st Aug 2

66

Codea Datea Dhons: . M. Ty pea Datails Dabit Credit Balance
21580-Grants Received in Advancsa

2150 O1/0%2023 3 TEUJRML Opaning Balanca - 7.500.00 -7.500.00
2150 O1/0%2023 3 TEUJRML Opaning Balanca - 2,000.00 -16.500.00
2150 O1/0%2023 3 TEURML Opaning Balanca - 14 00000 -30.500.00
2150 O1/0%2023 14 MR Ravarse Aug 2023 30, 500,00 - -

A1/0802024

DE granls in Advanca
MNPSINTPGISSSF

a7r. 58687

-57. 56867

2151-Book Grant Received in Advancea

2151

2151

2151

A10s2024

A1/052024

31/0802024

27

27

13

Book Grant Recaivad in
Advancsa
EBook Grant Raecaivad in
Advancsa

Book Grant Advance 2025

138,050.00
2.318.79

10, 800,00

-1389,050.00
-141.,368.79

-152.168. 78

E152,168.79

E-152, 168.748

E30 50000

E240,235 46

E-209, T35 486




Review School Income

WORKSHEET: CALCULATION UNSPENT GRANTS

EKPENDITI.*

GRANT INCOME Surplus/Deficit |C

NOMINAL § ENTER £ NOMINAL ENTER € €

CODE AMOUNT CODE AMOUNT
Book Grant 3150 Book Grant Expenses 4730 0|
Book rental income 3330 Book rental scheme expense 4740 h
School Library Books Capital Grant 3155 School Library Books Capital Grant Expense 4641 0
Supervision & Substitution Grant 3240 Supervision & Substitution Expense 4150 0
Bus Escort Grant 3294 Bus Escort Salary Expense 4196 o
DSP School Meals Grant 3296 DSP School Meals Food Costs 4912 0
Digital strategy/ICT Grant - Non capital 3230 ICT Grant Non-Capital Expense 4410 0
Digital strategy/ICT Grant - Capital 3921 Capital: ICT 1461 0
Digital Divide Grant (Non-Capital) 3230 ICT Grant Non-Capital Expense 4410 0
Digital Divide Grant (Capital) 3921 Capital: ICT 1461 0

Income: Review the Grant income nominal account on Sage accounts, to ensure the postings are correct. Enter the total amount of the grant received/carried forward into t

o,



Review School Income

General Ledger Account Activity
C&C Damo School Date Range: 1st Aug 2024 To 31st Aug 2

Code Date Doc.No. Typea Datails Deabit Credit Balance

3296-DEASP School Meals Grant

3296 01/08/2024 Balance Forward - 40,269.00 -40,269.00

Totals: - €40,269.00 €-40,268.00

i [

4912-D5P School Meals Food Cosls

4912 01/08/2024 Balance Forward 37.215.00 - 37,215.00
Totals: €37.215.00 - €37.215.00
Totals: €37.215.00 €40,269.00 €-3. 054 .00

O,
FSSU
sy,




Review School Income

WORKSHEET: CALCULATION UNSPENT GRANTS

GRANT INCOME EXPENDITURE Surplus/Deficit |Comment
NOMINAL | ENTER € NOMINAL | ENTERE ‘
DSP School Meals Grant ‘ 3296 £40,269|PSP School Meals Food Costs 4912 £37,215 3054‘

Journal Entry at 31-8-2024
DR 3296 with €3054
CR 2171 with €3054

-
F
L=



Balance sheet - Income & Grants in advance &

ring-fenced grants

o R - ¢

Accruals

2105 School Income Received in Advance Slide 63 18 060.50
2150 Grants Received in Advance Slide 65 57 56667
2151 Book Grant Received in Advance SlIElS 63 152,168.79
2171 Other Ringfenced Grants Unspent sliefs e 1,054.00




Review School Income

Book Grant 3150 4730 2160
DEIS (DEIS schools only) 3020 e e et 2171

3240 4150

Supervision &
bstitution (S&

State Exam Income 3255 4155 2171 or 1730

Bus Escort Grant 3294 4196 2171
School Meals Grant 3296 4912 2171

-



Review School Income

ICT Grant
Non-Capital ICT Capital Grant
Income Code 3230 on O it us|nsz Income code 3921
ICT Grant Non-Capital g Iﬂ|fa?(étn o:‘;[ectlgsasé%oen;s'
Expenditure Code 4410 s leacher ilessons- Gl i)
SSnatbrac 0 lptops Expenditure Code 1461
s ICT Additions

Unspent ICT grant balance

posted to code: 2165
D,



Review School Income

Building Expenditure
S Buildings Z Grant code
- p > ‘Code 3940 |
Code 3900 DE Capital
DE Capital Building
Building Grant
Grant expense
Income
- o ‘Code 1401 |
Capital
Additions to
Land &
**only if Land & Buildings are owed by BOM Buildings **

this applies in a small minority of schools



Review School Income

Fixtures,
Fittings & FF&E Grant Expenditure
Equipment
Code 3920 Code 1421
DE Fixtures :
s ! Capital
Fiffings & | Fitures,
Equipment Fittings &
Grant Income Equipment
Additions

-



3. Reports to run

Income &

Trial Balance Balance Sheet .
Expenditure

Nominal Activity

Aged Creditor Aged Debtors
Report - if using report - if using
Supplier module Customer module

Department report
for code 2105




Reports o run and review

Report Name

Report Criteria

Trial Balance

Raporte=Geanaral Ledger>Trial Balance — Laave DEFP Blank

Balance Sheat

Reporte=Ganaral Ledger>Balance sheeat — Print from Sept - Laave
DEP Blank

Income & Expanditure

Raporte=Geanearal Ledger>lncome & Expenditure Report — Pant
from Sept - Leava DEP Blank

Ganaral Ledger Activity

Raporte=Geanaral Ledger>Ganeral Ledger Activity — Select ALL in
DEP

Bank Reconciliation

Raport>Banking=Bank Reconciliation®>Unreconciled

Agad Supplier Balance

Summary {if using
Purchases Modula)

Raporte=Purchasas> Aged Supplier Balance Summary — Leawve
Data To box unticked

Agzaed Customer Balance

Summary {if using
Customer Moduls]

Raports > Customers=Agaed customers=

Departmeant Report for
code 2105

Rapaorts > General Ladger>General Ladger Account Activity=Print
from Sept> Codes from 2105> Code to 2105 DEP ALL

43, 7SS

2




File for the Accountant

1. Final TB &
Financial
Accounts

3. Year-end
reports when 4. Bank
finalised

2. Year-end
Adjustments

6. 8. Payroll
Year ending Prepayments 7o WA FEUTTE reports
31st August

2024

]Oo .
a : 11. Fixed
Q@ 9. Income Rlngl;gchsed assets




Year End Accounts Preparation Checklist

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

Action Complated

Year-end

19 | Review the income and expenditure for ring fenced grants/income and
carry any unspent amounts forward as unspent grantsfincome.

Accountis
Preparation
checklist

20 | Ensure tha balances of COVID grants unspent is correctly accounted
for.

21 | Run a Nominal Activity Report and review the posting of transactions, to
ensure they are accounted for comectly.

22 | Year-and Adjustments for creditors, debtors and income received in
advance should be posted to accounts package at 31 August befors
running year end if possible.

SKIKS

§3,Fssu

N

W
®



Resources available

Training webinars over the coming months
—remember the handouts

FSSU here to help — constantly updating
website with training resources www.fssu.ie

FSSU website and the Remote support
through team viewer

Training Resources

2%, FSSU
0((5 P @




Year End 2023/2024 - Processing Year End Adjustment
and Reviewing Reports

DATE THURSDAY 19TH SEFTENEBER
- __ - - __ _

2SSt ImMeNts fOor grarmas
roevicwing The gonera
- - -

- % 3
Oor thwe A 205 e D28 Accuo

New Financial Year

PATE: WEDNESDAY IND OCTOBRER
TIME: 30:30AM-1I-30AM

Preparation and Processing of thhe Year End 20237/2024

DATE - WIDNISDAY AaTH NOVEIEMEER
TIME: 10:-30AM 11:-30ANM

Working swith 1he Accountant o -

finalse L8 year 3

L ol

BrightBooks
Autumn webinar
topics

o

nancial Support @



https://www.fssu.ie/post-primary/topics/surf-accounts/training-surf-accounts/upcoming-brightbooks-webinars/

Contact details
Post Primary Team 01 2690677 email: info@fssu.ie




Thank You for attending

-
FSSU
Q Maa @
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