
Board of 
Management Monthly 

Reporting

PRESENTER: BREDA MURPHY

Focus on Generating 
& reviewing monthly 
reports from 
BrightBooks

2

1. Monthly reporting for 24/25 – An overview 

2. What is new for FY 24/25?

3. Generating monthly reports to Dec 2024

4. Reviewing monthly reports to Dec 2024

5. Summary of Key Learning points

Board of Management reporting 

Agenda

3FSSU Website resources

1

2

3



1. Monthly 
Reporting for 

24/25

An Overview
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The Board of Management is responsible 
for the financial administration of the 

school 

The Education Act 1998 sets out a 
statutory framework for Irish 
Education 

Section 18 of the Act states that 
“the board shall keep all proper and usual 

accounts and records of all monies received 
by it or expenditure of such monies 

incurred by it 

The Foundations of effective BOM Monthly reporting The Foundations of effective BOM Monthly reporting 
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 Update BrightBooks regularly

 Spend time gathering the 
supporting paperwork

 Using the latest FSSU COA select 
codes carefully

 Key to accuracy –

o All Banks reconciled

o Maintain Accurate 
Suppliers ledger

o Review key BB reports 
regularly

 Run Nominal Only recalculation 
regularly and check TB balances

Strong Foundation

Draft month end 
reports

BOM Monthly 
reporting pack

Accurate

Complete

Generate 
reports

Supporting 
Paperwork

Regular 
updating

Review 
Reports

Nominal 
ledger 
review

BrightBooks accounts 
software

Integrated & robust

The Foundations of effective BOM Monthly reporting The Foundations of effective BOM Monthly reporting 6
Housekeeping for first quarter of 
Financial Year
 The closing balances in BB at 31.8.2024 must be the 

Accountants balances as per the audited accounts

 Liaise with accountant to get breakdown of key 
balances

 Journal Adjustments @ 1.9.2024

o Grants Due - NTPG

o Grants in advance

o Junior cycle book grant & related expenses

 Important to run Year end in BrightBooks as soon as 
year end adjustments are recorded @ 31.8.2024

 Never forget the standard practice of checking 
that the Trial Balance balances before running the 
BOM reports
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Building 
confidence in 
reviewing 
monthly reports

Focus on BOM 
information 
needs
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Reviewing AccountsBrightBooksBOM QuestionsBOM Tasks

& needs

Identify errors or mispostings
consistently throughout the 
year

answer 
pertinent 
questions

Monthly Reports are a snapshot of the 
school’s financial performance, 

Have all DE grants been received?Monitor DE Grants

Have grants received for specific purposes 
spent appropriately?
Monitor trends in school generated income

Does specific school generated income 
cover the cost for the purpose it was 
collected for?

Monthly reports can highlight areas of concern that require immediate attention.

Identify overspendsCompared with BudgetMonitor

I&E Comparative PYCompared with PYExpenses

Monitor Payroll costs

Monitor capital projects

Revenue compliance

Knowledge
Calculating ringfenced grants
School income v cost incurred

Curtail overspends
Available funds to invest in additional 
education resources

Make informed 
decisions

Review time is 
v ital

Monthly reports are timely, accurate, appear 
reasonable, consistent with budget and PY.

Assurance that 
records are 
accurate

Monthly financial reports help in comparing actual financial results against budgeted figures. 
This aids in identifying any variances and taking corrective actions to ensure financial goals are met.

2. What is 
new for 

Financial 
Year 24/25

The FSSU Guidelines will outline any new 

funding or financial matters for schools

FSSU 

FINANCIAL 

GUIDELINES

Solar Panels

12 24/25

Science 
Support 
Grant

20 – 24/25

ICT 

28 – 23/24

Grants 24/25

22 – 23/24

Junior 
Cycle free 

school 
books

3 – 24/25

COA 
Update 

7 – 24/25
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New – 2026  

• Junior Cycle Free 
schoolbook grant

• Science support 
Implementation 
grant

Guidelines

•Unusually the July 
2024 element was 
not paid by year 
end

NTPG 
2024

New Grants & related nominal codes

OverviewTopicGuideline

2150

1720

Science Implementation Grant

For 25/26 School Year

20 – 2024/2025

3900

3940

Solar Panels12 – 2024/2025

3151/3152

4731/4113

Junior Cycle Free School Books scheme 
Grant

03 – 2024/2025

9

Create Departments 
in BB for reporting on 
ringfenced grants 

Income & Exp report

Balance sheet 
report

7

8

9



Chart of Accounts – noteworthy 
codes

10

11
• Tranche due 

in July paid 
in Sept 24 in 
the new Fin 
Year

NTPG

12

Journal @ 1.9.2024 to adjust for Grant due for August 2024 Y/E
Dr : 3030 37,773
Cr: 1730 37,773

• Adjust the 
grant due 
amount 
relating t0 
Aug 2024

NTPG
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Summary of key points (S1& S2)
Preparation & reviewing for accuracy is key to Reliable Monthly Reporting

13

 Update BrightBooks regularly

 Check inputting & reconcile the Bank Accounts

 Maintain an accurate Suppliers ledger

 Journal to adjust for the NTPG & any 24/25 Grants / Income received in advance

 Ensure that year end journal adjustments are recorded in BB at 31.8.2024

Generating Quarter 1 to Dec 24 month end reports & reviewing

Generating 
monthly reports to 
Dec 2024

What key reports should 
be printed from BrightBooks

Where to find them in the 
software

Suggestions for effective 
checking of the draft
reports

Monthly 
BOM 
Reporting

Key printouts 
from BrightBooks

15

1. Trial Balance

2. Bank Reconciliation for all bank balances

3. BOM Income & Expenditure Account

4. BOM Balance sheet

5. General Ledger activity
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1. Running Trial Balance 16

To generate a list of the bank balances       From 1800 – 19XX

Dep

Checking that Trial is Balanced
Steps to recalculate
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2. Bank Reconciliation reports 18

16
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3. Income & Expenditure 19

Dep

4. Balance Sheet 20

Dep

5. General ledger Activity 21

DEP – Blank  - will give total figures
DEP – ALL will give details by department

From to – Leave blank to list all nominal codes with movements
From 3010 – 7800 for Income & Expenditure
Just one code – e.g. From 2150 to 2150 
From 3010 – 3299 – Department Income

Dep

ALL

19
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Income posts as 
a credit

No netting 
allowed

Follow up any 
debit postings

There should be 
journal entries at 
1.9.2024 in 
 3010 
 3030 Jnl will be 

a debit
 3050
 3151
 3152

General ledger Review : Department Income

22

4.Reviewing
monthly 
reports to Dec 
2024

Bright
Books

Identifying errors & mispostings 24

How to fix?Review reportWhat to look out for

In current month? Delete
Previous month - Adjust

Bank Rec Report
Supplier ledger report

Duplicate 
Transactions

FSSU Guidelines
Amend nominal code

Nominal ActivityNo nettingMis postings

Amend nominal codeI+E Report review
Nominal activity look up

Materiality 
level

Capital v Day to day 
costs

Adjust Open Bals
Journal entries @ 1.9

TB BF info NB
Review Balance sheet

Adjusting 
prepayments

J/E @ 1.9.2024
Journal Entries

Review I+E
Review Bal sheet

DE Grants - Timing

Journal entries for Revenue 
costs
Agreeing balances due

Review balance sheetVAT/RCT/
PAYE

Incomplete costs

Follow up any unusual 
variations

Use spreadsheet to 
identify spend to date

Monitor Ringfenced 
grants & SGI
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25
Income & 

Expenditure 
Account review

25

7 Key things 
to check in the 
Draft I&E report

CommentsGuidance

Do figures look reasonable 
compared with PY and Budget

An overview of the I&E1

Verify Variances from PY and budget

Review Nominal activity

Have all relevant grants been 
received

School Income review2

Review Nominal activity

Verify Variances with prior year & 
budget

School Expenditure review3

How much of the grant is spent?Review of ringfenced grants4

How does income compare with 
spend to date

Review of school generated 
income

5

As expected?

Consistent with prior year?

Bottom line ?6

Any unexplained balances will have 
implications for the I&E report

Balance sheet review7

Income & 
Expenditure 
Report – Q1

Do figures look reasonable 
compared with PY and 
Budget

The devil is in the detail

Avoid Surprises with 
bottom line

26

Demo Data

Demo School
Date Range 1st Sep 2024 To 31st Dec 2024
Code Description Current Period Budget Variance Comparative

€ € € €

Income Department Grants 561,266 876,761 -315,494 259,637
Other State Income 21,698 0 21,698 0
Income School Generated 101,806 102,000 -194 18,160
Income Other Income 14,061 3,100 10,961 5,655

TOTAL Income 698,832 981,861 -283,029 283,452

Expenditure
Expenditure Education Salary 17,797 44,440 -26,643 7,130

Expenditure Education Other 313,021 386,895 -73,874 76,756

Expenditure Repairs, Maintenance and Establishment 166,476 226,600 -60,124 89,704

Expenditure Administration 91,358 249,810 -158,452 70,835

Expenditure Financial 11,832 27,800 -15,968 9,619
TOTAL Expenditure 600,483 935,545 -335,062 254,044
NET SURPLUS/DEFICIT 98,349 46,316 52,033 29,408

Income & Expenditure

Review Department Income
27

Non teachers pay budget

 Look up nominal activity 
for code 3030

Watch out for new grants

P1
P2

 JC Free books 
grant

Compare actual to PY comparatives

25
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Nominal activity review for Quarter 1 
Department Income

28

Department 
grants received 
in advance

29
Calculation of Grants Received in 

Advance Template

Sample C&C schoolSchool Name
12345ASchool Roll Number
31st August 20XXYear Ended

Brightboo
ks 
Accounts 
Credit 
Code

Brightbook
s Accounts 
Debit 
Code

€ Element in 
Advance 

Element 
in 
Advance

€ Amount 
Received

Grant Name

2150301027,598.00 1/3€82,794.00Non-Pay Grant

21503030-1/3
Non-Teaching Pay 
Grant

2150305019,936.50 50%€39,873.00SSSF Grant

21513150-100%
Book Grant for Senior 
Cycle

21513151-100%

Free Book Scheme 
Grant for Junior 
Cycle

21513152-100%
Free Book Scheme 
Administration Grant

21523020-100%DEIS Grant

€47,534.50€122,667.00

Nominal activity review for Quarter 1 
Department Income after Journal adjustments

30

Demo School
Date Range 1st Sep 2024 To 31st Dec 2024
Code Description Current Period Budget Variance Comparative

€ € € €
Income Department Grants
3010 Capitation/Non Pay Budget 82,793 289,177 -206,385 79,017
3030 Non Teachers Pay Budget 83,627 158,500 -37,100 76,745
3050 Ancillary/School Support Services Grant 59,995 121,275 -81,218 40,425
3140 Special Education Equipment Grant 0 2,500 -2,500 0
3150 Book Grant Senior Cycle 9,552 9,768 -216 0
3151 Free School Books Scheme Grant 180,147 180,147 0 0
3152 Administration support book scheme grant 2,319 2,319 0 0
3155 School Library Books Capital Grant 17,462 17,000 462 18,025
3200 Transition Year Grant 0 7,600 -7,600 0
3210 Leaving Cert Applied Grant 0 3,020 -3,020 0
3220 Grant for Traveller Students 1,068 214 854 1,281
3230 ITC Grant Non Capital 10,000 0 10,000 8,500
3240 Supervision/Substitution 6,485 13,621 -7,136 8,745
3245 Physica / Chemistry Grant 946 520 426 0
3255 State Exam Income 21,568 21,000 568 24,783
3270 Sports Complex 0 44,000 -44,000 0
3289 Once-Off Cost of Living Grant 54,189 0 54,189 31,690
3290 Other Non Capital DE Grant Income 5,670 0 5,670 7,029
3293 Summer Provision Grant 1,680 1,500 180 1,170
3294 Bus Escort Grant 5,930 4,600 1,330 0

543,430 876,761 -315,494 259,637

Income & Expenditure

Journal @ 1.9.2024 to 
adjust for Grant due for 
August 2024 Y/E

Dr : 3030 37,773
Cr: 1730 37,773

Journal @ 1.9.2024 to 
adjust for grants received 
in advance
Dr : 2150 47,535

Cr: 3010 27,598
Cr: 3050 19,937
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WORKSHEET: CALCULATION UNSPENT GRANTS 

Unspent sitting in 
bottom line

Surplus/DeficitEXPENDITUREINCOMEGRANT

€ENTER € AMOUNTNOMINAL 
CODE

ENTER € 
AMOUNT

NOMINAL 
CODE

8,86688666864730Book Grant Expenses95523150Book Grant
29,767297671503804731FSB Expense1801473151Free School books

16963169634994641
School Library Books Capital 
Grant Expense 174623155

School Library Books Capital 
Grant

-3988104724150
Supervision & Substitution 
Expense64843240

Supervision & Substitution 
Grant

37935514196Bus Escort Salary Expense39303294Bus Escort Grant
-1522115224410ICT Grant Non-Capital Expense100003230ICT Grant - Non capital

01461Capital: ICT3921ICT Grant - Capital

836273030Non-Teacher Pay Grant
275155010NTPG - Clerical officers salariesNTPG - Clerical officers salaries
303936010NTPG - Caretakers salariesNTPG - Caretakers salaries
375445110NTPG - Cleaners salariesNTPG - Cleaners salaries

72957500NTPG - Pensioners salariesNTPG - Pensioners salaries
-19120102747Non-Teacher Pay Grant Balance

03940
DE Capital Building Grant 
Expense                                         3900Capital Grant: Building

55,596

Monitor Ringfenced Grant Income

31

Review & Monitor School generated Income
32

Income School Generated

100000Education Fees (Fee paying schools)3300

413-4281,5001,072Charity Income3301

175-2,4794,5002,021LCA3302

2,523-6,31325,60019,287TY Transition Year Income3310

500000Book Rental Scheme3330

020,6790,679Classroom Books3335

8,0211,0707,0008,070Locker Income3370

10-5005000Journals and Year Book Income3375

068016,80017,480School Administration Charges3390

685760100860Practical Subjects Income3395

2,321-9401,00060After School Study/Club3490

732-223600377EXAMS PAPERS INCOME3496

165-5005000Bus Hire for Games Income3510

0576400976School Musical/drama3520

2,295-11,94540,50028,555School Tours3530

220-6303,00022,370Other School Generated Income3570

18,160-194102,000101,806

Monitor School generated Income

33

Review of school generated income 

CommentSurplus/Deficit €
Expenditure 
Amount €

Expenditure Expenditure Code
Income 
Amount €

IncomeIncome Code 

890310383
Transition Year 
Expense

459019286
Transition Year 
Income

3310

Mock Exam Expense4750Mock Exam Income3495

After School Study 
Expense

4190
After School Study 
Income

3490

-53215321
Bus Hire games 
expense

46710Bus Hire Games3510

-10611061Bus hire other4690Other bus hire3511

School Musical 
Expense

4720
School Musical 
Income

3520

115927396School Tour Expense471028555School Tours Income3530

31
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Monitor & Review Expenditure

Review Educational costs

Investigate any 
overspends

Check nominal 
activity for capital 
items

Discuss any 
overspend with 
finance team

35

36Review Maintenance Costs
Expenditure Repairs, Maintenance and Establishment

20,894-25,93460,10034,166Caretaker(s): Wages5010
46,643-16,36874,50058,132Cleaners’ Wages5110

2,993-5558,40027,543Cleaning Materials5170
2,9871,0302,1503,180Other Cleaning and Sanitation Expense5175
1,499-8,52713,5004,973Repairs-Buildings/Grounds5310
1,6801,08601,086Repairs-Furniture, Fittings, Equipment5350

123-1,9325,3003,368Routine Security5400
-3,700003,000General Insurance5450
4,515-11,26025,50014,240Heating5510
9,243-17,39126,5009,109Light and Power5550
1,902-3,0126,4003,388Refuse Expense5610

0-50500Licence Fee to Patron/Trustee Expense5700
9261,0914,2005,291Other Repairs and Maintenance5800

89,704-60,124226,600166,476

Review Nominal 
activity

Supporting 
paperwork

Discuss 
overspends

Check for Capital 
expenditure and 
amend to 
Balance sheet 

34
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Classification of Capital V Repairs
37

CAPI TAL I TEMS REPAIR I TEMS

Structural

Long term Use

High Value Project 
– all costs

Day to Day 
maintenanc
e expense

Annual 
Maintenance 
contract costs

Alarm 
servicing 
& repair

Call outs for repair 
of fire extinguishers

Boiler 
servicing

Capital Projects

38

See additional 
FSSU Resources

Expenditure Review Quarter 1 to 
Dec 2024 - Administration

39

Nominal ledger 
activity review

Office computer 
expense

Review for capital 
items and amend to 
1461

37
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Expenditure Review Quarter 1 to 
Dec 2024 - Administration

40

Nominal ledger 
activity review

Amend capital items 
to 1461

Higher than previous 
year so needs to be 
monitored

General Ledger Account Activity
PC’s

6355-Non ICT Grant 
Funded Office 
Computers Expense

24/25DetailsCode
-Balance Forward6355

2,047Datapac Ink6355
1,845Datapac Ink6355

1,7551,755Data pac-Non ICT Grant Funded Office Computers Expense6355
1,6241,624Datapac-Non ICT Grant Funded Office Computers Expense6355

1,734Ink cartridges6355
1,755Ink cartridges6355

1,7711,771Datapac-Non ICT Grant Funded Office Computers Expense6355
1,2351,235Datapac-Non ICT Grant Funded Office Computers Expense6355

1,624Ink cartridges6355
1,104Ink cartridges6355

6,38516,494Totals:

16,494Totals:

Balance sheet 
Review

41

Balance sheet balances 
impact the accuracy of the 
monthly reports

42

Reviewing Balance Sheet 
An overview

CommentsForming good review habits

Invoices to support entries

Are they all debit balances?

Look up Fixed asset addition 
accounts

1

All other FA balances 
should be the correct 
opening balances

2

Verify the movements on the 
account & be able to explain 
the balance

Prepayments3

Bank ReconciliationsBank4

Accurate list agreed to 
suppliers statements

Verify the movements on the 
account & be able to give a 
breakdown of the balance in 
the BOM reports 

Suppliers

Accruals

5

Correct opening balances

3900/3940 

BOM report summary

Reserves & contribution to 
fixed assets

6

As per I&E issued to the BoardBalance on the I&E 7

Balances B/F

• The accountants figures

Movements for FY

• Look up General ledger 
activity checking for accuracy

• Supporting paperwork
• Journals @ 1.9.2024

Correct Closing Balance

•Does balance make 
sense?
•Follow up minus 
balances

40
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43

Reviewing balance sheet – Asset Review 

Balances B/F

• The accountants figures

FA Additions
• Look up General ledger 

activity
• Only debit entries
• Supporting paperwork

Prepayments
• Verify the movements on 

the account & be able to 
explain the balance

• All

Bank account section review
44

BANK RECONCILIATIONS @ MONTH END

• All Banks reconciled
• No old or duplicate items in 

Bank Reconciliations
• Petty cash should be the 

amount held in safe at 
month end

• Visa Balance will usually be 
a minus / credit and will be 
the balance on the 
relevant months visa 
statement

Balance sheet review – Current Liabilities 45

A clean Suppliers ledger
Accurate month end reporting 

Suppliers ledger list
• Total should agree to control 

account

• Agree balances to supplier 
statements

Corrective action
• Write off old balances not due
• Debit balances – follow up for 

missing invoices?
• Allocate payments & credits to 

maintain an effective suppliers 
ledger

43
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Nov Dec VAT is due in Jan

Good habit to form 
Check repairs and capital postings to 
ensure the correct VAT is accounted for

Accruals 
Balances B/F

•The accountants figures

Movements
•Look up GL activity for journal 

adjustments @ 1.9.24
•Supporting paperwork

Closing Balance

• The balance is supported with 
calculations and returns

• Follow up minus balances

BOM Balance 
Sheet review

Control Accounts monitor 
the accuracy of postings 
to BrightBooks

Looking up Nominal ledger 
for control accounts –

balances should be what 
is due to be paid

47
General Ledger Account Activity

1st Sep 2024 To 31st Dec 2024Date Range

2250-PAYE/PRSI Control

CreditDebitDetailsTypeDoc.No.DateCode

483.99-
Balance 
Forward01/09/20242250

9,113.84-09/2024NJRNL17430/09/20242250

-483.99
-REVENUE 
REFPMT824501/10/20242250

-9,113.84

-REVENUE 
REF SEPT 
2024PMT836329/10/20242250

6,990.76-
10/2024 
REVENUENJRNL17531/10/20242250

-6,990.76

-REVENUE 
REF OCT 
2024PMT847527/11/20242250

10,739.94-revNJRNL17630/11/20242250

-10,739.94

-REVENUE 
REF NOV 
2024PMT867130/12/20242250

11,981.00-12/2024NJRNL17931/12/20242250

Cross 
check 
final 
reports

48

Invoices
VAT/RCT

Balances B/F

• The accountants figures

Capital Additions
• Look up General ledger 

activity
• Supporting paperwork
• Capital report required for 

capital project

BOM Balance Sheet review –
Capital & Reserves

Credit entries for grants

Debit entries for related 
expenditure

46
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Reliable Monthly Reporting 49

Regular reviewing of key BrightBooks reports

It is an ongoing monthly process
Regular reviewing of Brightbooks reports to pick up errors

Reviewing I&E –identify overspends and areas of concern

Review of General Ledger activity to check postings

Run BOM Reports after principal review

Cross checking reports before distribution to SFC 

Builds Confidence that accounts can be relied upon 

Anticipate questions – build on your ability to address key concerns

Do the 
accounts look 
correct?

Conclusion

50

Monthly 
Reporting 
process

Run final reports 
after final 

amendments are 
made in BB

BrightBooks

49
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Reports 
for FSC & 
BOM

Detailed 
in Guide

52

Handout

Final BOM Reporting Pack – Key points

Bank
• List of balances from the TB
• Bank reconciliation reports

Nominal
• Run I&E from month 1 to month reconciled
• Run Balance sheet from M1 – M4
• Run Supplier balances list
• Ensure reports all cross check

Generate information from BB to report on last two items

•Department report for code 2105
•Explanation for balance in code 1720/ Suppliers  Ledger 
Report

•Always ensure the info in the capital project report ties back 
to BrightBooks

53

 Always perform the data check when running the final 
monthly reports from BrightBooks

 Review Accounts with principal every month, 

 Make any necessary changes and run & file the final BOM 
Reports monthly (without fail). 

 Cross check reports when preparing FSC/BOM pack

 Distribute to the finance-subcommittee (FSC) 3 days before 
meeting

Webinar Learning points 

Checklist with practical 
suggestions for applying 
the learning points from 

this webinar when 
reviewing your own 

school dataset in 
BrightBooks

54

Handout

52
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Thank you for attending our webinar 

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

info@fssu.ie

Phone:(01) 2690677

info@fssu.ie

Phone:(01) 2690677
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