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1. Monthly
Reporting for
24/25

The objectives of the monthly reports:

E An opportunity to review records and
monitoring of spending of school funds

An Overview
The Board of Management is responsible Provides financial information which assists

for the financial administration of the

school ‘with planning and decision making

Section 18 of the Act states that

The Foundations of effective BOM Monthly reporting

Guide on Praparing Month End Reports
Sepog Doamonts

BrightBooks accounts
BOM Monthly software

reporting pack Integrated & robust
———

Draft month end Review
reports [ ate Brightt
Strong Foundation Support Reglon :
Paperwor updatin

The Foundations of effective BOM Mo

Housekeeping for first quarter of
Financial Year

@ The closing balances in BB af 31.8.2024 must be the
Accountants balances as per the audited accounts [ e ]

v Liaise with accountant to get breakdown of key BOM Monthly Reports from Bright Bocks
balances Final accuracy chedist

@ Journal Adjustments @ 1.9.2024
Grants Due - NTPG
Grants in advance

Junior cycle book grant & related expenses
@ Important to run Year end in BrightBooks as soon as
year end adjustments are recorded @ 31.8.2024
v Never forget the standard practice of checking
that the Trial Balance balances before running the

m BOM reports




BO Tarke
& noods

BOm Guermons BrightBooks

Reviewing Accounts

Monthly Reports are a snapsho of fhe
school's financial performance,

answer

pertinent
questions

féntify errors or mispostiny

@umim D o.un§

Have all DE grants been received?

Building

confidence in

reviewing

concem

Monitor

th 8udget

identify overspends

Expenses

Compared with PY.

monthly reports

14E ComparafivePY.

Moritor Payroll cos

Monitor capifal pr

Revenue complionce

Focus on BOM

Make informer
decisions

Curtail overspends

estin additional

information
needs

School income v

records are

Rssurance tha
haccurate

Monihly reporfs are fimely. accurale, appear
reasonable, consistent with budget and PY. (|vital

Roview fime

)

[Monthly financial reports help in comparing actual financiol resulfs against budgefed figures.
This aids in identifying any variances and taking corrective actions fo ensure financial goals are met.
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2. What is
new for
Financial
Year 24/25

« Junior Cycle Free

schoolbook grant

Guidelines  ESSINI—

implementafion
gront

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

S 1224/25 New - 2026
COA Science
r Support
7Up;ij/fzes ¥ 5 Grant
. /o Essu N, 20-24/25 ¢
FINANCIAL )
Junior i
£ Cycle free b
- SChool iC b
Grants 24/25

The FSSU Guidelines will outline any new
funding or financial matters for schools

/ Solar Panels

22 —23/2&

New Grants & related nominal codes

Guideline Topic Overview
20-2024/2025 Science Implementation Grant 2150
For 25/26 School Year Balance sheet 1720
12 —2024/2025 Solar Panels oot 3900
3940
03 -2024/2025 Junior Cycle Free School Books scheme 3151/3152
ome & exp report Srant 4731/4113

5 taterencs

Thi ket 4 bk o Dbt of Tt gk

farssu

9




Chart of Accounts — noteworthy

codes

Changes to the Chart of Accounts
TARER
Code Bescription Type Category
511 Bus e Other incam: income | Schoc Generated incoma
a2 Othes Satn Funding Expense Expendiure. | Education Ocher Expanditure
bod
o be used o accoun For
nspent capal gants o0
2173 | owercaptalmingtonced Gramtyfincoma Unspans | Current et et incorms, foraxamgs
GastalBirghooced Grans %
Pt

10

Q o de
+ Tranche due What are Grants received in advance?
o in July paid
NTPG in Sept 24 in
the new Fin For the pariod Elementin
Year advance
[y Setenter 1
MylBuxpst Septnmbor =
oo e | et Scnoot Ve T
Septenbeiugnt
ey
DS G et Schuct Ve o
Septermber)
WORKSHEET: CALCULATION UNSPENT GRANTS
o “Twena
[rosoiag ciin ¢ t
e
ot Fr
. ot oo,
- Comi i
N Corr s
fyrosy, e
2o I ity Gt i 1 i 7 £
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* Adjust the
grant due
amount
relating 10
Aug 2024

Py
St covered b b et

Detais Balsnce

= TP Fion Tascrar Pay 20
171082024 fusdisl
Wiioz0ze 'WTP Grant 4 banche

Hon teacher pay grant

Hon wachierpay grant
Totais. 5

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

Dr : 3030 37.773

Cr: 1730 37,773




Summary of key points (S1& S2)

Preparation & reviewing for accuracy is key to Reliable Monthly Reporting

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

Pt
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Generating
P monthly reports to
i Dec 2024

What key reports should
i be printed from BrightBooks gl
) Where fo find them in the 5 - i
u software
=
Suggestions for effective
B checking of the draft
General reports
Lecger
@
o
Guido on Preparing Month cn
s r'
Fepors

14

Monthly
BOM
Reporting

iliation

Key printouts
from BrightBooks




i bBrightBooks

1. Running Trial Balance 4

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

Checking that Trial is Balanced
Steps to recalculate

Imparts
Exports
Year£nd

Nominal Oniy Recalculation

Mominal Only Validation Check

. m——

1800:N0 1 Account v e

1800 No 1 Account 31-Dec-2024
Balance as per BrightBooks 234,513.12
Balance per Bank Statement 513.12
Loss un-presented Payments
Plus un-presented Lodgment -
Reconciled Balance 234 513.12




Pinion imon

B sepaua

19

o 1o

v | Decooz -

2025 2020

Current period Busgor r— Comparative

stnion fhow

B sepmae

4. Balance Sheet

T Capant Lae B o WP nsame nsamom

Capit L o Bt A 1300

5. General ledger Activity 2

DEP - Blank - will give fotal figures
DEP - ALL will give details by department

From fo - 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




General ledger Review : Department Income
Income posts as - - o ~ ama
a credit e
No netting e
allowed e mwem e nen
Follow up any
Rilibostings i R L e
There should be — 2 =
journal entries at e e o
1.9.2024 in S — e e
3010 s e e
@ 3030 Jnl willbe — ——
a debit W nmam e N e )
3050 Totan T
3151 s
3152 - —— T
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4. Reviewing SRR
monthly —___
reports to Dec _—
2024 3

Accounts

information | Reviewed by
processed in | principal with [Reviewedby
Biant accounts | e Finance
Presen
Books personnel | sub, Treboaraet

o= X Committee | management

23

Identifying errors & mispostings

What to look out for Review report How to fix?
Duplicate Bank Rec Report In curent month?2 Delete
Transactions Supplier ledger report Previous month - Adjust
Mis postings No netting  Nominal Activity FSSU Guidelines

Amend nominal code
Capitalv Day to day Materiality  I+E Reporf review Amend nominal code
costs level Nominal activity look up
Adjusting TB BF info NB Adjust Open Bals
prepayments Review Balance sheet Journal entries @ 1.9

DE Grants - Timing Review I+E J/E@1.9.2024
Review Bal sheet Journal Entries

Incomplete costs VAT/RCT/ Review balance sheet Journal entries for Revenue
PAYE costs
Agreeing balances due
Monitor Ringfenced » Use spreadsheet to Follow up any unusual

grants & SGI identify spend to date variations




Income &
Expenditure
Account review

7 Key things
to checkin the
Draft I&E report

Income &
Expenditure
Report—Q1
Demo Data

Do figures look reasonable

compared with PY and
Budget

The devil is in the detail

Avoid Surprises with
bottom line

Guidance
An overview of the I&E

School Income review

School Expenditure review

Review of ringfenced grants
5  Review of school generated

income
6  Bottom line?

7  Balance sheet review

Comments

Do figures look reasonable
compared with PY and Budget
Verify Variances from PY and budget
Review Nominal activity

Have all relevant grants been
received

Review Nominal activity

Verify Variances with prior year &
budget
How much of the grant is spent?

How does income compare with
spend to date

As expected?

Consistent with prior year?

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

Income & Expenditure
Demoschool

g
code— Toescrton

CarentParod] el

Varne] Comparat]
q

frorat income

[Expenditure

I

[Expenditure Finandial
[rorAL Bxpenditure
[Nex surpws perciT

T E
[ owssl ol oo

Review Department Income

Compare actual fo PY comparatives

»Non teachers pay budget

v Look up nominal activity
for code 3030

»Watch out for new grants

v JC Free books
grant




Nominal activity review for Quarter

Department Income

Perod o sepaon 300

a7

Department

29

grants received

in advance

BrightBooks for C&C

Quick Reference Guide

Schools

Accounting for Grants Recoived in Advance

What are Granta rocelved in advance?

School Nome
School Roll Number
Year Ended

Grant Name

Non-Pay Grant
e

Grant

SSSF Grant
Book Grant for Senior
Cycle

Free Book Scheme:

Grant for Junior
Cycle
Free ook Scheme

Calculation of Grants Received in
Advance Template

Somple C&C school
123454
31t August 20XX

€ Amount Element € Hement in Brightbook Brightboo
Received in
Advance Debit  Accounts
Code  Credit
Code
€82.794.00 113 27,598.00 000 2150
13 - 3030 2150
€987300  50%  19.936.50 3050 2150
100% a0 2151
100% 3151 2151

Nominal activity review for Quarter 1
Department Income after Journal adjustments

Journal @ 1.9.2024 to
adjust for Grant due for

August 2024 Y/E

Dr : 3030
Cr: 1730

37.773
37,773

Jounal @ 1.9.2024 to
adjust for grants received

inadvance
Dr: 2150

Cr: 3010
Cr: 3050

47,535

27,598
19,937

Income & Expenditure
Demo School
Range 1stSep 2024 To 3istDec 2026

Desaiption

Currenteriod
€

G | weaw| o

158,500] 37,100] 76,725]
[ o

121.275] e1,218]
[ 20l 250

[Transition Year Grant

[Grant for Traveller Studens

10000 s s00f

7,136]

[Physica / Chemistry Grant

o

nce-Off Cost of Uving Grant.

Dther Non Capital DE Grant Income

ummer Provision Grant




Monitor Ringfenced Grant Income

EXPENDITURE. [Unspent stting in
pottom line

NTER € AMOUNT

8 Expense
hool Library Books Capital

upervision & Substitution
xpense

Jary Expense
Grant Non-Capital Expense.
pital: ICT

PG
(TPG - Caretakers salaries
e —ci T

FTPG - Pensioners salaries

E Capital Building Grant
xpense

Review & Monitor School generated Income

income school Generated
Education Fees (Fee paying schools)
Charity Income
Lca
T¥ Transifion Year Income
8ook Renfal Scheme
Classroom Books
Locker Income
Joumals and Year Book Income.
School Administrafion Charges
Practical Subjects Income
After School Study/Club
EXAMS PAPERS INCOME
8us Hire for Games Income
School Musical/drama
School Tours

Ofher School Generated Income.

Monitor School generated Income

Review of school generated income

fincome. " " xpenditu
Income. [Expenditure Code  [Expenditure. A

lAmount € [surplus Defi Icomment

ranin Yeor 19264 cansiton Year

lock Exam Income. ock Exom Expense

[atter School Study Iatter School Study

us Hire Games Jpus Hire games
fexp

Other bus hire: Bus hire other

chool Musical chool Musical
ncome xpense

chool Tours Income. chool Tour Expense




Monitor & Review Expenditure

34

Review Educational costs

oG o 7 e

o varanros o e

P —— s

[rreeyr—— e =
T = . Check nominal
Coarstpen sty s activity for capital
5 e oo 150z items

T Tormt Vo 7 w

Uinsea St

[T

[,

PO —

St Ly Bk ot Gt e

P amain

G it

Review Maintenance Cost:

retaker(s): Wages 34,166] 60,100 25,934 20,894 Review Nominal
[Cleaners’ Wages 58,132] 74,500 16,368 46,64 activity

[Cleaning Materials _mmmer 27,543

[other Cleaning and Sanitation Expense 3,180] .
[Repairs-Buildings/Grounds 7 Supporting
Repairs-Furniture, Fittings, Equipment 1,08 paperwork
[Routine Secur 3,31
[General Insurance 3,00 iscuss
lHeating — 14,240] 25,50 Discuss

ight and Power 9,109] 25,@ 1] overspends

efuse Expense 3,388] 6,401
icence Fee to Patron, 9 5

[Other Repairs and 5,2%1 2,20

Check for Capital
expenditure and
amend to
Balance sheet

166.47¢ 226,600




=

ssification of Capital V Repairs

CAPITAL ITEMS REPAIR ITEMS

‘ Structural

‘ ng term Use (\
High Value Project
- all costs

FSSU > Post Primary » Topics » Sage 50 Acoounts » Training & Videos » Videos by Topic » Captal Projecs

Capital Projects
Capital Projects

Aecting or Capia Projects

Capital Projects
See additional
FSSU Resources

Accounting for Gapital Projects

ems Covered
Paperwork Overview, Processing a Contract in ROS, Dealing with VAT & RCT,
Recording Capial tems in Sage 50, R

Handouts
Prosentation Stdes
) Projects Ghecklist

Expenditure Review Quarter 1 to
Dec 2024 - Administration

P — saioon amen
oo o wa0s o
o Hoa T Gras fusnd e Cimpian Teene s 2es000 e
s
o iy 21mm T
0 O et rom e s 5 .
Woo oS smm ax000 e Nominal ledger
Sy weistieien o o acfivity review
W0 Dot bt Erpin anen s s s
Co e S s )
0 A Lo 130 - ww  Office computer
P —— 00 S— we | expense
o ?‘;’:""”"" Pl Sehaane s 230000 110081 19074 . B
s [——— e 00000 158 urm Review for capital
e Moot el 8l aw 185000 110870 s items and amend to
0 semEgenn e simm e W 1461
- o oo sot0
Arsw e o semne
- Ovhes Asmareiraton [ xganssms. FXIEE) 240000 e war
T S YT [
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Expenditure Review Quarter

Dec 2024 - Administration

= I 575 Nominal ledger
AT P activity review

tapac nk 1,80
t2 pac-Non ICT Grant Funded Office Computers Fxpense 135
tapacNon ICT Grant Funded Expense 62

nk cartrdges 73

Amend capitalitems
to 1461

175
Y2
nk caridges 75
tapac Non [CT Gran Fundd Offce Computers Bxperse 77 177
bac Non ICTGrant Funded Offce Computers Expense 23 125 i i
= Higher than previous
z 1
1
1

year so needs to be
T 5 monitored

L, sass  NonICT GramFued Ofce Compues Toasi3m 50000 ao0s52 anam

Balance sheet
Review

Balance sheet balances
impact the accuracy of the
monthly reports

41

Reviewing Balance Sheet Forming good review habits Comments
An overview Look up Fixed asset addition  Invoices to support entries
accounts

Are they all debit balances?
Balances B/F All other FA balances

should be the correct
* The accountants fi opening balances
Prepayments Verify the movements on the
Movements for FY account & be able to explain
the balance

Bank Bank Reconciliations
* Look up General ledger

activity checking for accuracy Suppliers Accurate list agreed to

* Supporting paperwork suppliers statements

« Journals @ 1.9.2024 Accruals Verify the movements on the
account & be able to give a

breakdoun of e balance in
the BOM reports
+Does balance make Reserves & contribution to  Correct opening balances
sense? e e 3900/3940
« Follow up minus

balances BOM report summary

Balance on the I&E As per I&E issued to the Board




Reviewing balance sheet — Asset Review

Balances B/F

* The accountants figures

FA Additions

* Look up General ledger
activity

* Only debit entries > = - r e
* Supporting paperwork ]

Prepayments

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

account section review

Bank and Cash Accounts
1800 Mo ) Account HLDI0E

All Banks reconciled
No old or duplicate items in
Bank Reconciliations

Petty cash should be the

amount held in safe at BANK RECONCILIATIONS @ MONTH END
month end

+ Visa Balance will usually be
a minus / credit and will be 1800 No 1 Account 31-Dec-2024

the balance on the Baiance as per BrightBooks 23451212
relevant months visa Balance por Bank Statement 234,513.12

ot t un-presanted Payments 0.00
siaiemen Plus un-presented Ladgment 0.00

Reconciled Balance 23451312

44

Balance sheet review — Current Liabilities

Suppliers ledger list

« Total should agree to control
count

& * Agree balancesto supplier

statements

Corrective action

« Write off old balances not due

« Debit balances  follow up for
missinginvoices' "

« Allocate payments & credits to A clean Suppliers ledger
maintain an effective suppliers Accurate month end reporting
ledger




Accruals

Balances B/F

* The accountants figures

Movements

[Look up GL activity for journgh
Jadjustments @ 1.9.24
« Supporting paperwork

Closing Balance

« The balance is supported with
calculations and returns
* Follow up minus balances

Good habit fo form

- - Check repairs and capital postings to
| faesev | Nov Dec VAT is due in Jan ensure the comrect VAT is accounted for

BOM Balance R
Sheet review

ome Derals Ceat
Batance

o1/09/2024 Foruard a9

30/09/2020 0972028 911384

A A
Control Accounts monitor o1/102028 e
A AV
the accuracy of postings Ref serT
to BrightBooks 297102000 e saniss
002 Revenue ssm076
A

Looking up Nominal ledger Rerocr

a0 o oty 65076
for control accounts — s0m/204 rev . 1073954
wevenue

Fov

o
balances should be what 20(12/2004 2020 1073938
k 5 31/1272008 1272024 E
is due to be paid

18100

BOM Balance Sheet review —

Balances B/F Capital & Reserves

Capia nc Rpsarves Contstion Fed Asssts
O Captm masmg comnesma  Crecit entries for grans Lassamzse T

 The accountants figures [T — mosss e

Cap|ta| Additions s m _«,.:::::m Debit entries for related ‘"i“« bl

expendifure anae
* Look up General ledger
activity
* Supporting paperwork
* Capital report required for
capital project

TOTAL Copts & Ressrves s e
ncome knd E1panciure Account ey s

s eossan

Cross

. check

- — final
reports




Reliable Monthly Reporting

Do the

Regular reviewing of key BrightBooks reports

Itis an ongoing monthly process
Regular reviewing of Brightbooks reports to pick up errors
Reviewing I&E ~identify overspends and areas of concemn

Review of General Ledger activity to check postings [ :

Run BOM Reports affer principal review
Cross checking reports before distribution to SFC {

Builds Confidence that accounts can be relied upon

monce ot

ﬁﬂ Anticipate questions — build on your ability to address key concerns

49

Conclusion

50

Accounts
information

I Reviewed by |

rocessedin | principal with | peviewed by
accounts the Finance | presented to

personnel Sub- the board of

J Committee | management |

Run final reports
after final

Monthly

amendments are
made in BB

Reporting
process

51




4. The following epds shoud b prepre for the bord o manogement
mesiog. —

Guide on Preparing Month End

Reports for Accounts Personnel in
Community & Comprehensive et i b e et bt Reports
Ak AR f st o 4 WS

G for FSC &
BOM

o ————— DeTO” ed

in Guide

oo
Sy of e retsreceed i civcefor e et sl yeor
ond prpoymens

. Coplol brome ond Expendive Acon eport

T i supprin documaition shold b vl e e

prrbem e

[
e T s ey

Monthly Reporting Checkist

Handout

Final BOM Reporting Pack — Key points

BOM Monthly Reports from BrightBooks

Final accuracy checklist

Bank e e L | e sy v

bty Pty
« List of balances from the TB
 Bank reconciliation reports

7 e et s | e e -
Eer=d e et 7 s v,

et e i Tt | the B support e b 8
petey

s e o oo
Norina | e
« Run IE from month 1 to month reconciled . X

o B - Aways perform the data check when running the final
« Run Supplier balances list monthly reports from BrightBooks

* Ensure reports all cross check Review Accounts with principal every month,

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

Generate information from BB to reporton ast two tems

<Department reportor cade 2105
in codo 1720/ Supplers Lodgor

Cross check reports when preparing FSC/BOM pack
o thoinfo i the capitalprojoctraportties back

Distribute fo the finance-subcommittee (FSC) 3 days before
meefing

m BrightBooks Accounts
Webinar Learning points Monthly BGM Reporting
e e ——e
It gt ot e e s ey

Checklist with practical

suggestions for applying

the learning points from
this webinar when

reviewing your own
school dataset in
BrightBooks

Handou




Thank you for attending our webinar

If you have any other questions, please call or email

info@fssu.ie

Phone:(01) 2690677

ol




