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	HOW TO USE THIS ASSESSOR KIT


This Assessor Kit is divided into sections to allow you to easily access only those sections you require at any given time. These sections are:

SECTION A – Assessor Information
You need to read this information before conducting an assessment. It outlines the intent and processes surrounding this RPL assessment and how it differs from assessment undertaken following formal training.

SECTION B – Candidate Information and Forms

You give this information to the candidate. It tells them about the assessment process as well as containing simple forms for the applicant to fill out. From the information provided by the candidate on these forms, you will be able to gain a general understanding of the skills and experience the candidate may have, as well as potential referee contacts. 

SECTION C – Competency Conversation
You use this section to determine and record candidate competency via a competency conversation. In other words, these questions guide your conversation with the applicant and assist in your assessment of their competence. The notes you take about this conversation are important evidence for assessment.

SECTION D – Practical Tasks and Observation Recording Sheets

You use this section to assess competencies through a practical demonstration of the candidate’s skills. It contains practical tasks/scenarios on the outcomes required to determine competency and a place to record your observation. The notes you take are important evidence for assessment.

SECTION E – Resources for Practical Tasks

You use this section to access required resources for performing practical tasks and scenarios.

SECTION F – Third Party Verification

You give this section to the referees to confirm the candidate’s skills and experience in this qualification/occupation. The referees may fill out the appropriate form and return to you to confirm your judgement. You may be able to complete this part of evidence gathering in person while at the workplace.

SECTION G – Assessment Tables

You use this table as a reference tool to see at a glance how units/elements of competency are assessed within the tool. All the elements and performance criteria within the competency units are cross-matched in this table with a corresponding assessment question/task/scenario. This allows you to validate the assessment process against the qualification.

SECTION A

Assessor Information
It is VITAL you read this information prior to commencing your RPL assessment. It provides generic information on assessment, as well as an overview of this streamlined RPL assessment process.

	ADVICE FOR ASSESSORS


This RPL Assessors Kit streamlines the RPL assessment process for FNS40207 Certificate IV in Financial Services (Bookkeeping) by taking a practical approach to RPL and increasing the use of on-site questioning and observation. This will assist in developing a “picture of the candidate’s skills and knowledge”. This picture can then be compared with industry standards enabling a determination of whether the candidate has achieved the required outcomes.

IMPORTANT ASPECTS TO REMEMBER:

A sound knowledge of assessment and the qualification is essential

It is important to have a good understanding of the competencies and qualification/s appropriate to the candidate’s goals. 

Assessing a single unit of competency is rarely cost or time effective. Where possible, effort should be made to assess several units at the same time taking advantage of any commonality in content.  This means looking at the whole picture of a particular job role as it happens in industry and assessing holistically. This saves valuable time in the assessment process.  

Assessment involves judgement

This tool encourages the use of a “competency conversation” to maximise the candidate’s opportunities to demonstrate competence. This is NOT an oral exam. It is about using the two or three holistic questions provided to start a conversation with the candidate which draws out their actual individual experiences and relevant skills. In other words, it is about the assessor probing the candidate through a conversation to draw out further information on the candidate’s experience which may not be forthcoming due to nerves or confusion over technical terminology.

The tool also provides observable tasks to allow candidates to demonstrate skills.

Authentication/verification is integral to RPL assessment

It is critical information gleaned from the interview and observation be confirmed with those who can vouch for the candidate’s skill over time.  Supervisors would generally perform this role.  Authentication may also be done through conversation but it cannot be stressed enough that it is essential assessors take careful notes to back up and record their judgement.

Recording assessment is critical 

Keep careful records of all aspects of conversations, skills demonstration or documentation viewed that support the claim of prior learning.  Remember – the record is the document that makes sense of the assessment and why a particular judgment was made.  Keeping detailed notes about the candidate’s response is vital, as is the rationale for judgement.

The assessment record is a legal document and must be signed, dated and stored according to requirements of the State Training Authority and the AQTF Standards for Registered Training Organisations.
Assessor summaries and other quality assurance documentation from your own Registered Training Organisation will also be required. For examples of assessment summary documentation, please see Assessment Guide Number 1: Training Package Assessment Materials Kit:

http://resourcegenerator.gov.au/loadpage.asp?page=TPAGGuide01.htm 

To access further information on the principles assessment and dimensions of competency, you can visit Assessment Guide Number 1: Training Package Assessment Materials Kit.

http://resourcegenerator.gov.au/loadpage.asp?page=TPAGGuide01.htm 

To access further information on the Australian Qualifications Framework, you can visit:

http://www.aqf.edu.au/  

Employability Skills

Assessment of a candidate’s employability skills should be integrated into the assessment of their technical skills and knowledge. Where possible, employability skills have been embedded within the bank of questions and practical assessment tasks in this RPL Assessor Kit. Therefore, assessors should make and document holistic judgements about a learner’s attainment of employability skills as part of the RPL assessment. For more information about the employability skills requirements for particular qualifications, refer to the training package.

To access further general information on employability skills, refer to Employability Skills: From framework to practice, at: 
http://www.training.com.au/documents/Employability%20Skills_From%20Framework%20to%20Practices.pdf
	COMPETENCIES IN THIS RPL ASSESSMENT TOOL


FNS40207 CERTIFICATE IV IN FINANCIAL SERVICES (BOOKKEEPING)
CORE UNITS (Select all)
	Unit Code
	Unit Title
	Questions
	Practical

	FNSICIND401B
	Apply principles of professional practice to work in the financial services industry
	(
	(

	FNSICGEN301B
	Communicate in the workplace
	(
	(

	FNSICGEN302B
	Use technology in the workplace
	(
	(

	FNSICGEN304B
	Apply health and safety practices in the workplace
	(
	(


SECTORAL CORE UNITS (Select all) 
Note: This assessment tool is structured to assess candidates in the Bookkeeping stream.

	Unit Code
	Unit Title
	Questions
	Practical

	FNSACCT405B
	Prepare financial statements
	(
	(

	FNSACCT406B
	Maintain asset and inventory records
	(
	(

	FNSBKPG401A
	Develop and implement policies and practices relevant to bookkeeping activities
	(
	(

	FNSBKPG402A
	Establish and maintain a cash accounting system
	(
	(

	FNSBKPG403A
	Establish and maintain an accrual accounting system
	(
	(

	FNSBKPG404A
	Carry out business activity and instalment activity statement tasks
	(
	(

	FNSBKPG405A
	Establish and maintain a payroll system
	(
	(


ELECTIVE UNITS

	Unit Code
	Unit Title
	Questions
	Practical

	BSBFIA302A
	Process payroll
	(
	(

	BSBFIA401A
	Prepare financial reports
	(
	(

	FNSACCT401B
	Process business tax requirements
	(
	(

	FNSACCT402B
	Produce job costing information
	(
	(

	FNSACCT403B
	Prepare operational budgets
	(
	(

	FNSACCT404B
	Make decisions in a legal context
	(
	

	FNSACCT407B
	Set up and operate a computerised accounting system

Pre-requisite: BNBCMN308A/BSBFIA301A Maintain financial records
	(
	(


	OVERVIEW OF RECOGNITION PROCESS


This kit has been developed to streamline the application for RPL.

	RPL ASSESSMENT PROCESS FLOWCHART FOR ASSESSORS



	STEPS IN THE RPL PROCESS


1. Complete application 

The candidate completes the application forms in SECTION B. It is important candidates provide as much information of their previous experience in the financial services industry as is available. 

Documents that may be available include but are not limited to:

General employment documents

· brief CV or work history

· position descriptions

· certificates/results of assessment 

· details of in house courses, workshops, seminars, orientation or induction sessions

· references/letters from previous employers/supervisors

· any other specific documentation that may demonstrate industry experience (see Section B for specific suggestions to candidate)

Candidates also need to provide contact details for two referees who can confirm their industry skills in context and over time.

To have skills formally recognised under the Australian Qualifications Framework, you must ensure the candidate’s skills meet industry standards. 

2. Interview about candidate’s documentary information

Review the information provided by the candidate and arrange a time for both you and the candidate to discuss. Begin alignment of documentation and skills to the following qualification: 

FNS40207 Certificate IV in Financial Services (Bookkeeping)
The candidate will have the opportunity to discuss and identify previous experience with you. The available documents are step one in collecting information and you will need to determine which units of competency, if any, are fully covered at this stage. You use your own or your RTO’s assessment recording forms to record this stage of the assessment.

There may be instances where the candidate has little, or no, documentary information of industry experience. This is not a barrier to gaining recognition. This will just require you to rely on the questioning, practical assessment and referee validation phases of the RPL process.

3. Questions for the Competency Conversation

The bank of questions in SECTION C is the next phase in collecting evidence for the RPL process. The questions are designed to enable you to have a “competency conversation” with the candidate to further gain evidence of their past experience. REMEMBER, the primary focus is on the candidate’s experience.

Each question has “key points” to look for in responses. You may use the list of key points to formulate questions of your own if you wish, or contextualise the question to the candidate’s particular work situation. The Record of Conversation sheets indicate relevant content that should be sought. Place a tick next to each key point as you hear this topic being discussed during the conversation. You should read the “industry requirements” of each competency before the candidate answers the questions posed. You may also target the assessment to those aspects that present the greatest risk in the industry. Questions are aligned with the relevant unit/s of competency in SECTION G. 

It is not intended every question for all competencies is asked, only those competencies the initial interview about the candidate’s documentary evidence has failed to fully address. The question bank covers most but not all units in the kit. Units without questions are covered in the practical assessment/scenario section.
4. Practical assessment tasks
It is important that you use both Steps 3 (Questioning) and 4 (Practical Assessment) in doing this assessment. The RPL process is a streamlined RPL process which does not rely solely on practical assessment but uses a combination of questioning and practical to provide evidence of candidate competence.

This is the third phase in collecting evidence. A practical skills test is then conducted by you at the candidate’s workplace or another suitable venue. Appropriate permission must be sought before entering workplaces.

This is a further opportunity for candidate to demonstrate competence. It is expected the practical assessment will comprise only those competencies the candidate is still unable to demonstrate knowledge/experience in after documentary review and questioning have been applied. These assessments contain the practical skills and application of knowledge for the qualification. A number of holistic practical assessments are included in this kit (SECTION D) to assist you with tasks suitable for observation on the job. 

You decide if the response to questions and practical assessment tasks fulfils the requirements of the standard and may choose to pursue the issue further for a determination to be made. The assessment is a conversation/observation, not an exam, and you are encouraged to assist candidates to focus responses toward relevant issues.

Assessing through observation and questioning, particularly on the job, will speed up and streamline the RPL assessment process. 

NOTE: Where candidate’s documentation and questions meet the assessment requirement, it is still strongly recommended the candidate undertake one practical assessment so you are confident in making a judgement of “competent”. The practical assessment selection should be negotiated between you and the candidate.

Recording sheets for candidate information, questioning and the practical assessments have been included in SECTION D. You may use other recording mechanisms provided these also keep a complete record of assessment and justification of judgement. Candidate responses, observations of skills demonstrated and documents presented as evidence must be noted in enough detail so anyone external to the process (e.g. a fellow assessor, auditor, lawyer, etc) can read the record and retrace your judgement.  

5. Gap training

RPL is an assessment process designed to show areas of competence and to identify IF a candidate has gaps in skills and knowledge against a whole qualification.

Not all candidates will have skill/knowledge gaps. 

If a candidate has skills gaps, a pathway to complete training in the outstanding units can be negotiated to assist the client to gain the full qualification.

	EVIDENCE REVIEW


To satisfy AVETMISS audit requirements, the assessor completes this Evidence Review sheet to demonstrate that there has been a consideration of all the evidence provided during the assessment at the unit of competency level.

(Place a tick in the appropriate evidence collection method column for each unit of competency. Place a line through those units not examined as part of this RPL assessment.)
	Unit Code
	Unit Title
	Questions
	Practical
	Documents
	3rd Party Report
	Other evidence

	CORE UNITS

	FNSICIND401B
	Apply principles of professional practice to work in the financial services industry
	
	
	
	
	

	FNSICGEN301B
	Communicate in the workplace
	
	
	
	
	

	FNSICGEN302B
	Use technology in the workplace
	
	
	
	
	

	FNSICGEN304B
	Apply health and safety practices in the workplace
	
	
	
	
	

	SECTORAL CORE UNITS

	FNSACCT405B
	Prepare financial statements
	
	
	
	
	

	FNSACCT406B
	Maintain asset and inventory records
	
	
	
	
	

	FNSBKPG401A
	Develop and implement policies and practices relevant to bookkeeping activities
	
	
	
	
	

	FNSBKPG402A
	Establish and maintain a cash accounting system
	
	
	
	
	

	FNSBKPG403A
	Establish and maintain an accrual accounting system
	
	
	
	
	

	FNSBKPG404A
	Carry out business activity and instalment activity statement tasks
	
	
	
	
	

	FNSBKPG405A
	Establish and maintain a payroll system
	
	
	
	
	

	ELECTIVE UNITS

	BSBFIA302A
	Process payroll
	
	
	
	
	

	BSBFIA401A
	Prepare financial reports
	
	
	
	
	

	FNSACCT401B
	Process business tax requirements
	
	
	
	
	

	FNSACCT402B
	Produce job costing information
	
	
	
	
	

	FNSACCT403B
	Prepare operational budgets
	
	
	
	
	

	FNSACCT404B
	Make decisions in a legal context
	
	
	
	
	

	FNSACCT407B
	Set up and operate a computerised accounting system

Pre-requisite: BNBCMN308A/BSBFIA301A
	
	
	
	
	


Assessor’s Name:  






Assessor’s Signature:





Date: 



SECTION B

Candidate Information and Application Forms

You give this information to the candidate for them to read about the RPL process and to complete the appropriate forms.

	WHAT DOES IT MEAN TO BE RECOGNISED IN THE FINANCIAL SERVICES INDUSTRY?


Certificate IV in Financial Services (Bookkeeping) is a qualification that is recognised by the Financial Services industry to cover various roles within this field.

Working in the Financial Services industry is extremely rewarding with many opportunities in various positions within an organisation. These may include a payroll officer, accounts clerk or an office administration manager. These roles have many responsibilities and are considered important within the organisational network. They form part of a team to ensure the successful running of a business.

The Certificate IV in Financial Services (Bookkeeping) is made of 4 core units and 9 electives, all of which must be completed - a total of 13 units of competency.

To gain the compulsory units for the certificate you need to be able to demonstrate that you can currently do the following:

· a sound working knowledge of relevant legislation and codes of practice for the Financial Services industry to ensure compliance;

· understand and implement Occupational Health and Safety procedures;

· communicate effectively and efficiently to a variety of audiences;

· sound knowledge of organisational and industry policy and procedures;

· ability to read data and input accurately;

· operate an accounting system to process some or all of the following

· process tax requirements

· prepare and produce various reports and budgets

· maintain asset and inventory records

· process payroll

· able to do job costing.

“If you are doing these roles in your job, then don’t write off your skills – consider getting them recognised.”

	TIPS AND HINTS TO HELP YOU PREPARE FOR RECOGNITION


To have skills formally recognised in the national system, assessors must make sure you have the skills and knowledge to meet the industry standard. This means you must be involved in a careful and comprehensive process that covers the content of all unit/s or qualification/s you can be recognised for.

Assessment happens in a variety of ways. Being prepared can save you valuable time and hassle and make the recognition process stress-free for you. 

Here are some tips and hints for you:

1. Be prepared to talk about your job roles and your work history. Bring a resume or jot down a few points about where you have worked, either paid or unpaid, and what you did there.

2. Bring your position description and any performance appraisals you have from any finance industry offices or facilities you have worked in.

3. Consider the possibilities for workplace contact. Are you in a workplace that is supporting your goal to get qualified? Would you feel comfortable to have the assessor contact your workplace or previous workplaces so your skills can be validated?

4. Think about who can confirm your skill level. Think about current or recent supervisors who have seen you work in the past 18 months and will be able to confirm your skills. The assessor will need to contact them. You may also have community contacts or even clients themselves who can vouch for your skill level.

5. Collect any certificates from in-house training or formal training you have done in the past.

6. You can speak with your training organisation about other ways you can show your skills in the financial services industry. These could be letters from employers, records of your professional development sessions, employers or clients in related industries or government agencies, acknowledgements, workplace forms (as long as they don’t show client details) or other relevant documents.

	STEPS IN THE RPL PROCESS


Step 1 – Provide information of your skills and experience

Complete the attached forms and provide as much information of your previous experience in the financial services industry as you can. This is your first opportunity (and not the last) to provide proof of your variety of experience in the industry. Here you can supply examples of your work history which could include:

General employment documents

· brief CV or work history

· position descriptions

· certificates/results of assessment 

· details of in house courses, workshops, seminars, orientation or induction sessions

· references/letters from previous employers/supervisors

Workplace documents (NB: please block out any confidential client information)
· task sheets / job sheets

· documents you have produced that show you can use software eg. letters, memos, spreadsheets

· copies of equipment maintenance registers you have completed (eg. organising printer repairs and service, equipment log books)

· financial reports and period-end financial statements you have prepared

· taxation documents and reconciliations you have completed

· working papers for operational budgets you have prepared

· asset and inventory records you have maintained
· file notes or memos showing where you have provided advice in a legal context
· any other documentation that may demonstrate industry experience

Depending on the industry you have worked in, you may or may not have documentary evidence available. This should not deter you from seeking RPL as the Assessor will work with you during the RPL process.

You will also need to supply contact details of two work referees who can confirm your skills in the industry. 

Step 2 – Conversation with Assessor

An assessor will review the information you have provided (usually with you) and begin to match up your skills to the units/subjects in the qualification. At this point, you will have the opportunity to discuss and identify your previous experience with the assessor who will understand your industry experience and conduct a competency conversation with you. You will be required to answer financial services industry related questions to identify your current skills. 

Step 3 – Practical demonstration of your skills

The assessor will conduct a practical skills test at your workplace (if appropriate) or at another suitable venue. This, again, is an opportunity to demonstrate your level of competence. This assessment will be focussed on skills that are required in the qualification. Your assessor will identify the skills that he/she will want you to demonstrate.

Further steps

After the assessment, your assessor will give you information about the skills that have been recognised and whether you have gained the full qualification. If you do have skill gaps, these may be addressed through flexible training.

	APPLICATION – Self Assessment Questionnaire

FNS40207 Certificate IV in Financial Services (Bookkeeping)


Candidate Name:  





  Date Completed:  



Please identify your level of experience in each competency. 

	Unit Code
	Unit Title
	I have performed these tasks

	
	
	Frequently
	Sometimes
	Never

	CORE UNITS

	FNSICIND401B
	Apply principles of professional practice to work in the financial services industry
	
	
	

	FNSICGEN301B
	Communicate in the workplace
	
	
	

	FNSICGEN302B
	Use technology in the workplace
	
	
	

	FNSICGEN304B
	Apply health and safety practices in the workplace
	
	
	

	SECTORAL CORE UNITS

	FNSACCT405B
	Prepare financial statements
	
	
	

	FNSACCT406B
	Maintain asset and inventory records
	
	
	

	FNSBKPG401A
	Develop and implement policies and practices relevant to bookkeeping activities
	
	
	

	FNSBKPG402A
	Establish and maintain a cash accounting system
	
	
	

	FNSBKPG403A
	Establish and maintain an Accrual Accounting System
	
	
	

	FNSBKPG404A
	Carry out Business Activity and Instalment Activity Statement tasks
	
	
	

	FNSBKPG405A
	Establish and maintain a payroll system
	
	
	

	ELECTIVE UNITS

	BSBFIA302A
	Process payroll
	
	
	

	BSBFIA401A
	Prepare financial reports
	
	
	

	FNSACCT401B
	Process business tax requirements
	
	
	

	FNSACCT402B
	 Produce job costing information
	
	
	

	FNSACCT403B
	Prepare operational budgets
	
	
	

	FNSACCT404B
	Make decisions in a legal context
	
	
	

	FNSACCT407B
	Set up and operate a computerised accounting system
	
	
	


Candidate Signature:  





  Date: 



	RPL APPLICATION FORM


Applicant Details:

	1. Occupation you are seeking recognition in
	

	2. Personal Details

	Surname
	

	Preferred Title (Mr, Mrs, Ms, Miss)
	

	First Name/s
	

	Any other name used
	

	Home Address
	

	Postal address if different from above 
	

	Telephone Numbers
	Home:
	Work:

	· 
	Mobile:
	Fax:

	Date of Birth
	     /       /        

	Gender 
	MALE ( / FEMALE (

	Age
	

	Are you a permanent Resident of Australia
	YES ( / NO (

	3. Current Employment 

	Are you currently employed?

If Yes, in which occupation are you currently employed? 

Who is your current employer? 


	YES ( / NO (
………………………………………………………

……………………………………………………….



	4. Armed Forces details (If Applicable)

	Branch of Service


	

	Trade classification on discharge


	


	5. Further Training

	Have you undertaken any training courses related to the occupation applied for?
	YES ( / NO (

	If Yes
	

	What occupation were you trained in?
	

	Training completion Date (month, year)
	

	Country where you trained
	

	Name of course and institution (if applicable)
	

	6.  Is there any further information you wish to give in support of your application
	

	7. Professional Referees (relevant to work situation)

	Name

Position

Organisation

Phone Number

Mobile Number

Email Address
	……………………………………………………………………

……………………………………………………………………

……………………………………………………………………

……………………………………………………………………

……………………………………………………………………

……………………………………………………………………

	Name

Position

Organisation

Phone Number

Mobile Number

Email Address
	……………………………………………………………………

……………………………………………………………………

……………………………………………………………………

……………………………………………………………………

……………………………………………………………………

……………………………………………………………………


	APPLICANT EMPLOYMENT HISTORY FORM


	Name, Address and Phone number of Employers
	Period of Employment

(DD/MM/YYYY)
	Position Held
	Full Time

 Part-time

 Casual 
	Description of Major Duties

	
	From
	To
	
	
	

	1.


	
	
	
	
	

	2.


	
	
	
	
	

	3.


	
	
	
	
	

	4.


	
	
	
	
	


Attach additional sheet if required

If you are including documents in your application, please provide a brief description below 

	Document Description

(e.g. resume, photos, awards etc)
	Office Use Only – Assessor to use this section to align documents to specific units of competency and identify key questions for competency conversation

	
	

	
	

	
	

	
	

	
	


Declaration

I declare that the information contained in this application is true and correct and that all documents are genuine.

Candidate Signature:  





  Date 



SECTION C

Competency Conversation

Once you have assessed the candidate’s documentary information and determined which competencies you still require more information/evidence on, you use the question bank and Record of Conversation sheets in this section to document evidence of past experience. It is not intended that every question for all competencies be discussed during the conversation, only those competencies the initial documentary review has failed to fully address. 

Each question has “key points” to look for in responses. You may use the list of key points to formulate questions of your own if you wish, or contextualise or rephrase the suggested question to the candidate’s particular work situation. The questions are not intended to be a formal ‘script’ for the assessor to follow, but to provide guidance in exploring the range of the candidate’s skills, knowledge and experience in performing a particular task or function.

The Record of Conversation sheets indicate relevant content that should be sought. Place a tick next to each key point as you hear this topic being discussed during the conversation. In doing so, you are making a statement of fact about what you hear the candidate say during the competency conversation. Use the Comments section to provide further detail about the context of the discussion or briefly outline any examples discussed by the candidate. You may also use the Comments section to make a brief analysis of the responses or summary judgements about the quality of the candidate’s responses in relation to the requirements of the competency standard.

Remember, the notes you take about this conversation are important evidence and should be retained in the candidate’s assessment record.
	QUESTION BANK


Note to Assessors: Refer to “Record of Conversation” sheets

	Unit of Competency
	Question

	FNSICIND401B
Apply principles of professional practice to work in the financial services industry
	1. Briefly list some sectors of the Financial Services industry and the external influences that impact on the sector/s.

2. Outline some of the legal and ethical issues that relate to the sector, and which you routinely apply in your job role.
3. Describe a day-to-day task you have completed using your knowledge of industry legislation and company guidelines, policies and procedures.

4. What measures have you taken in the past 12 months to ensure your personal development and competency is up to date?

	FNSICGEN301B
Communicate in the workplace
	5. Describe a time when you have used your communication skills to relay information; for example, making a presentation, selling the benefits of a financial services product, negotiating with supplier or advocating on behalf of clients. What techniques did you use to ensure a positive outcome?

6. Think of a time when you wrote a proposal, a report, or provided written advice to a client. What are some of the factors you considered when planning the document? What reference material do you access to ensure the information you communicated was accurate and complete?

	FNSICGEN302B
Use technology in the workplace
	7. When using software or accounting systems, how did you resolve any program difficulties you encountered?

8. Describe how your organisation stores data electronically, and what security measures are in place to protect that data.

9. Describe three (3) pieces of technology you use in the workplace and explain how you maintain that technology.

10. Describe how paper and electronic information is stored in your organisation. What are the protocols for accessing client data? What are the information management protocols that relate to the secure storage of client information? 

	FNSICGEN304B
Apply health and safety practices in the workplace
	11. Describe a hazard you have identified in your workplace and what you did to control or remove the hazard.

12. Explain how you apply safe work practices in your immediate work area.

13. What are some of the ergonomic practices you routinely apply when using computers?

14. Describe your workplace emergency evacuation procedures. (Assessor prompts: What are the different building alarms? Where is the nearest exit? What is the evacuation route? Where is the congregation point? Who are the key personnel eg. floor wardens, safety officers? When was the last fire drill / evacuation drill?)

15. How have you contributed to best practice health and safety management within your workplace?

	BSBFIA302A
Process payroll
	16. Outline the breadth of your responsibilities in respect of processing payroll; that is, what are the various payroll functions you have performed?

17. What end of year payroll processes have you managed?

18. Detail a time when there was a problem with a staff member’s pay – for example, wrong pay scale was applied, funds not deposited to the employee’s bank account, etc. What interventions did you make to correct the problem?

	BSBFIA401A
Prepare financial reports
	19. What types of period end adjustments have you calculated and processed.  Explain why each of these is necessary.

20. Briefly outline the steps you have taken to produce a) Profit and Loss statement, b) Balance Sheet. 

21. How did you detect and rectify errors arising during the preparation of the Balance Sheet?

	FNSACCT401B
Process business tax requirements
	22. Outline your experience in processing statutory business returns for payroll tax, goods and services tax, Pay As You Go tax, withholding tax and the superannuation guarantee. 

23. Describe how you have maintained the accounting system to prepare a business tax return or lodgement.

	FNSACCT402B
Produce job costing information
	24. What range of reports or budgets or costing reports have you completed?

25. How did you gather, record and present information in the report?

	FNSACCT403B
Prepare operational budgets
	26. What types of operational budgets have you produced across the different organisations you have worked for? 

27. In preparing an operational budget, what factors did you consider that could potentially have impacted on the budget?

28. Briefly outline the process for formulating a budget.

29. Describe how you have supported management in the monitoring of budget targets to ensure that key performance indicators were being met as planned.

	FNSACCT404B
Make decisions in a legal context
	30. Identify the main roles and responsibilities of the key bodies in the legal system.

31. How does the company you work for demonstrate compliance with legislation? How have you been involved in ensuring compliance in the context of your work role?

	FNSACCT405B
Prepare financial statements
	32. What are the various financial statements or reports you have prepared, and briefly outline their function and purpose?

33. Briefly outline your understanding of the legislation that underpins financial reporting requirements.

34. What steps have you taken when preparing a financial statement? 

	FNSACCT406B
Maintains asset and inventory records
	35. What is your company’s policy or procedure for the purchase of assets and how are these recorded?

36. What has been your experience in calculating and applying depreciation to the various asset categories? How does GST on the asset purchase price impact on depreciation calculations?

37. How have you been involved in the disposal of assets? What documentation have you completed to support this process?

38. Discuss your experience in the accounting for inventories: for example: inventory records, valuing inventory, and reconciling subsidiary ledger to the general ledger.

39. Name some ad hoc reports you have prepared from asset and inventory records, and their importance for management of resources.

	FNSACCT407B
Set up and operate a computerised accounting system
	Pre-requisite: BNBCMN308A/BSBFIA301A Maintain financial records
40. Describe how you have been involved in the setting up of a new computer accounting system, for example: the change over from one accounting system to another. What did you do to commission the new system ready for operation?

41. What is your level of involvement in the maintenance of the system? How frequently do you maintain and update the system parameters?

42. Discuss the steps you have taken to process transactions within the system.

43. In maintaining the system, how do you ensure its integrity?

	FNSBKPG401A
Develop and implement policies and practices relevant to bookkeeping activities 
	44. Describe the roles and responsibilities of the key parties you liaise with as a bookkeeper. What benefits do you gain from maintaining such relationships?

45. In setting up your bookkeeping business, explain the systems and procedures you put in place to ensure you deliver a quality service.

46. Identify relevant legislation, statutory, regulatory and industry requirements you researched when setting up your bookkeeping systems. How do you ensure you keep up-to-date with changes and new developments in the industry? 

	FNSBKPG402A
Establish and maintain a cash accounting system  
	47. Describe how you have been involved in the setting up of a cash accounting system, for example: the change over from excel spreadsheets to an accounting system/software package. What additional work was done to ensure others could also use the new system?

48. Explain the steps involved in reconciling bank statements with cash transactions. What measures have you put in place when a business was not recording cash transactions correctly? 

49. In completing a bank reconciliation, name some common items that could cause a difference between the bank statement balance and the business’ cash journal balance. 

50. Outline a conversation you have conducted with a client to establish a chart of accounts. What information did you need to draw from the client? 

	FNSBKPG403A
Establish and maintain an accrual accounting system  
	51. Explain your understanding of the difference between cash accounting and accrual accounting systems.  

52. Describe an accrual accounting system you have managed for a client. What was involved in maintaining the system?

53. Identify the types of period end adjustments you have processed for a business and explain why they were necessary. 

54. Describe how you have managed bad debt for a business. How did you identify the bad debt? What recovery action was taken? What did you do to write off non-recovered debt? 

55. Briefly explain the types of reports and statements you have produced and presented to a business owner/manager.

	FNSBKPG404A
Carry out business activity and instalment activity statement tasks
	56. Outline your experience in maintaining a variety of accounting systems for businesses with different activity statement tasks. 

57. In consultation with a new client and their tax agent, what information have you gathered to ensure the business meets ATO requirements? (note: this question also applies to new bookkeeping roles in a business)
58. Briefly describe the steps involved to complete all five (5) areas of a Business Activity Statement (BAS), i.e. Goods and services tax (GST), PAYG tax withheld, PAYG income tax instalment, Summary and Payment or refund?

59. Describe the differences in calculating GST for a cash accounting system and an accrual accounting system.

	FNSBKPG405A
Establish and maintain payroll system
	60. Describe a payroll system you have set up for a business and the data/information you sourced for input in to the system. 

61. In maintaining a payroll system, outline the various functions you have performed and the end of year processes you have managed.

62. Explain at least three (3) situations where you have intervened to resolve a problem with a staff members pay. What action did you take? 


	RECORD OF CONVERSATION
FNSICIND401B Apply principles of professional practice to work in the financial services industry


CANDIDATE’S NAME:
     
  ASSESSOR’S NAME:
     
   DATE:
     

Question 1:
Briefly list some sectors of the Financial Services industry and the external influences that impact on the sector/s.

Question 2:
Outline some of the legal and ethical issues that relate to the sector, and which you routinely apply in your job role.
Question 3:
Describe a day-to-day task you have completed using your knowledge of industry legislation and company guidelines, policies and procedures.
Question 4:
What measures have you taken in the past 12 months to ensure your personal development and competency is up to date?
	KEY POINTS

The candidate’s response should evidence the following
	INDUSTRY REQUIREMENTS

These must be evidenced in the candidate’s response
	Indicate if response addresses KP and IR
	COMMENTS

Record other key points and examples from conversation. 

Identify whether a practical assessment is warranted.

	Question 1
	Industry legislation, regulations and codes of practice
Privacy Act

Credit Act
Economic and political climate
Company planning and goals

Adaptation to technology 

Company policies and procedures 

Philosophy and ethical standards 

Communication techniques

Administration and accounting systems 

Data and numerical calculations
	
	

	Main sectors: accounting, insurance, lending, financial services, credit management, finance and mortgage broking, risk management, loss adjusting, banking, conveyancing, financial markets, workers compensation, retail financial services
	
	
	

	External factors – monetary / fiscal policy, inflation, media and public relations reports
	
	
	

	Question 2
	
	
	

	Maintaining confidentiality 
	
	
	

	Use of company property, resources and authority
	
	
	

	Duty of care
	
	
	

	Non-discriminatory practices 
	
	
	

	Conflict of interest
	
	
	

	Full disclosure of remuneration/fees and other conflicts of interest which may influence the adviser’s recommendation 
	
	
	

	Good faith
	
	
	

	Mission statements
	
	
	

	Induction program
	
	
	

	Guidance from supervisor
	
	
	

	Question 3
	
	
	

	Identifies industry legislation
	
	
	

	Identifies company guidelines, policies and procedures 
	
	
	

	Identifies task
	
	
	

	Reads information/documents pertaining to task 
	
	
	

	Plans work to be completed
	
	
	

	Considers time, resources required and audience 
	
	
	

	Completes task in timely manner 
	
	
	

	Checks, analyses and ensures task/documents meets requirements
	
	
	

	Question 4
	
	
	

	Identifies need for professional development
	
	
	

	Ensures professional development is completed in appropriate timeframe/s
	
	
	

	Professional workshops
	
	
	

	Community courses
	
	
	

	In-house programs
	
	
	

	Coaching and mentoring
	
	
	

	Conferences
	
	
	

	e-learning
	
	
	

	Formal education 
	
	
	


	RECORD OF CONVERSATION
FNSICGEN301B Communicate in the workplace


CANDIDATE’S NAME:
     
  ASSESSOR’S NAME:
     
   DATE:
     

Question 5:
Describe a time when you have used your communication skills to relay information; for example, making a presentation, selling the benefits of a financial services product, negotiating with supplier or advocating on behalf of clients. What techniques did you use to ensure a positive outcome?

Question 6:
Think of a time when you wrote a proposal, a report, or provided written advice to a client. What are some of the factors you considered when planning the document? What reference material do you access to ensure the information you communicated was accurate and complete?
	KEY POINTS

The candidate’s response should evidence the following
	INDUSTRY REQUIREMENTS

These must be evidenced in the candidate’s response
	Indicate if response addresses KP and IR
	COMMENTS

Record other key points and examples from conversation. 

Identify whether a practical assessment is warranted.

	Question 5
	Company policy, guidelines and procedures 

Assistance sought from appropriate personnel

Discrimination guidelines 

Effective communication techniques

Written communication and company documents

Recording systems 

Industry legislation, regulations and codes of practice
Data and numerical calculations

Negotiation skills
	
	

	Gains information required – instructions, records, policy, procedure
	
	
	

	Follows company policies and procedures in relation to information
	
	
	

	Uses information to suit the purpose
	
	
	

	Seeks clarity or further information 
	
	
	

	Uses appropriate speech and language
	
	
	

	Uses suitable communication technique – face-to-face, written, verbal, non-verbal, technology based 
	
	
	

	Relays information – presents, sells benefits, negotiates, advocates
	
	
	

	Confirms understanding of information 
	
	
	

	Prepares correspondence as required
	
	
	

	Uses effective and appropriate communication skills
	
	
	

	Shows respect and sensitivity to others
	
	
	

	Defines own role in achieving outcomes 
	
	
	

	Cooperates with others 
	
	
	

	Negotiates outcomes 
	
	
	

	Solves problems
	
	
	

	Contributes to discussion appropriately 
	
	
	

	Question 6
	
	
	

	Describes document
	
	
	

	Outlines the information to go in the document
	
	
	

	Outlines the format of document
	
	
	

	Discusses the audience receiving the document
	
	
	

	Ensures clarity and accuracy of information 
	
	
	

	Considers document recording systems 
	
	
	

	Ensures documents meet industry and organisation standards
	
	
	

	Follows policies and procedures relating to the document
	
	
	


	RECORD OF CONVERSATION
FNSICGEN302B Use technology in the workplace


CANDIDATE’S NAME:
     
  ASSESSOR’S NAME:
     
   DATE:
     

Question 7:
When using software or accounting systems, how did you resolve any program difficulties you encountered?

Question 8:
Describe how your organisation stores data electronically, and what security measures are in place to protect that data.

Question 9:
Describe three (3) pieces of technology you use in the workplace and explain how you maintain that technology.

Question 10:
Describe how paper and electronic information is stored in your organisation. What are the protocols for accessing client data? What are the information management protocols that relate to the secure storage of client information? 

	KEY POINTS

The candidate’s response should evidence the following
	INDUSTRY REQUIREMENTS

These must be evidenced in the candidate’s response
	Indicate if response addresses KP and IR
	COMMENTS

Record other key points and examples from conversation. 

Identify whether a practical assessment is warranted.

	Question 7
	Legislation, regulations, codes of practice 

Technical assistance 

Computer skills

Operating instructions and manuals

Security procedures 

Company policies and procedures
	
	

	Accesses online help
	
	
	

	Calls helpdesk, asks co-workers
	
	
	

	Consults training manuals or notes
	
	
	

	Question 8
	
	
	

	Discusses features of electronic data storage
	
	
	

	Discusses security access to electronic data (eg. logon, password, etc)
	
	
	

	Considers secure storage and location of data (eg. air-conditioned rooms)
	
	
	

	Ensures virus protection / firewalls
	
	
	

	Conducts regular back ups
	
	
	

	Question 9
	
	
	

	Describes technology – e.g. computer, printer, photocopier, scanner, telephone, facsimile
	
	
	

	Cleans equipment
	
	
	

	Changes toner, cleans equipment
	
	
	

	Orders consumables if required
	
	
	

	Books service if due
	
	
	

	Seeks help if required
	
	
	

	Question 10
	
	
	

	Discusses electronic procedures for storage in directories, sub directories, back-up copies, network system
	
	
	

	Discusses storage on compact disks, hard or floppy disks, back-up systems
	
	
	

	Files hard copies of correspondence, computer generated documents
	
	
	

	Outlines procedures for changing, saving, formatting and naming documents 
	
	
	

	Outlines procedures for privacy and security of documents and files 
	
	
	

	Accesses data following procedures – privacy, storage, safe storage, administration systems, maintenance 
	
	
	


	RECORD OF CONVERSATION
FNSICGEN304B Apply health and safety practices in the workplace


CANDIDATE’S NAME:
     
  ASSESSOR’S NAME:
     
   DATE:
     

Question 11:
Describe a hazard you have identified in your workplace and what you did to control or remove the hazard.

Question 12:
Explain how you apply safe work practices in your immediate work area.

Question 13:
What are some of the ergonomic practices you routinely apply when using computers?

Question 14:
Describe your workplace emergency evacuation procedures. (Assessor prompts: What are the different building alarms? Where is the nearest exit? What is the evacuation route? Where is the congregation point? Who are the key personnel eg. floor wardens, safety officers? When was the last fire drill / evacuation drill?)
Question15:
How have you contributed to best practice health and safety management within your workplace?
	KEY POINTS

The candidate’s response should evidence the following
	INDUSTRY REQUIREMENTS

These must be evidenced in the candidate’s response
	Indicate if response addresses KP and IR
	COMMENTS

Record other key points and examples from conversation. 

Identify whether a practical assessment is warranted.

	Question 11
	Health and safety legislation and regulations 

Emergency procedures

First aid procedures 

Emergency signs, exists, warnings 

Company policies and guidelines

Communication techniques  
	
	

	Identifies hazard
	
	
	

	Uses hazard sign 
	
	
	

	Follows procedures to control or remove the hazard
	
	
	

	Applies company health and safety procedures 
	
	
	

	Reports hazard to designated personnel
	
	
	

	Records hazard
	
	
	

	Question 12
	
	
	

	Follows safe work practices 
	
	
	

	Follows ergonomic guidelines
	
	
	

	Keeps work area clean and free of hazards/obstacles
	
	
	

	Uses safe manual handling procedures 
	
	
	

	Reports unsafe work practices
	
	
	

	Supports management in complying to procedures 
	
	
	

	Participates in emergency/fire drills
	
	
	

	Question 13
	
	
	

	Checks workstation height and layout
	
	
	

	Adjusts chair height, seat and back 
	
	
	

	Uses footrest
	
	
	

	Ensures screen position is appropriate
	
	
	

	Ensures keyboard and mouse position is appropriate
	
	
	

	Uses document holder
	
	
	

	Checks posture
	
	
	

	Avoids radiation from computer screens
	
	
	

	Ensures lighting is appropriate
	
	
	

	Question 14
	
	
	

	Describes evacuation procedure
	
	
	

	Identifies various alarms (alert tone, evacuation tone) 
	
	
	

	Identifies evacuation route
	
	
	

	Identifies exits
	
	
	

	Names congregation point
	
	
	

	Identifies key personnel
	
	
	

	Question 15
	
	
	

	Follows and implements safety procedures 
	
	
	

	Supports safe work practices 
	
	
	

	Raises OHS issues with designated personnel
	
	
	

	Guides others in following procedures 
	
	
	

	Reports and controls hazards
	
	
	

	Identifies and reports OHS risks
	
	
	

	Follows emergency and first aid guidelines 
	
	
	


	RECORD OF CONVERSATION
BSBFIA302A Process payroll


CANDIDATE’S NAME:
     
  ASSESSOR’S NAME:
     
   DATE:
     

Question 16:
Outline the breadth of your responsibilities in respect of processing payroll; that is, what are the various payroll functions you have performed?

Question 17:
What end of year payroll processes have you managed?

Question 18:
Detail a time when there was a problem with a staff member’s pay – for example, wrong pay scale was applied, funds not deposited to the employee’s bank account, etc. What interventions did you make to correct the problem?
	KEY POINTS

The candidate’s response should evidence the following
	INDUSTRY REQUIREMENTS

These must be evidenced in the candidate’s response
	Indicate if response addresses KP and IR
	COMMENTS

Record other key points and examples from conversation. 

Identify whether a practical assessment is warranted.

	Question 16
	Legislation, codes and national standards

Organisational structure and authority 

Company policies and procedures 
Effective communication
Deductions and allowances 

Taxation compliance

Budgeting/ planning

Confidentiality

Security
	
	

	Prepares payroll registers
	
	
	

	Maintains employee details 
	
	
	

	Processes documentation for new employees (TFN form, Centre link forms, etc)
	
	
	

	Performs payroll calculations
	
	
	

	Manages leave 
	
	
	

	Prepares journal entries and updates general ledger
	
	
	

	Performs social security and PAYE contribution calculations, 
	
	
	

	Generates statutory reports
	
	
	

	Produces payslips
	
	
	

	Generates reports – exception, leave, cost centre, management
	
	
	

	Analyses information by department, section and unit 
	
	
	

	Calculates union contributions
	
	
	

	Processes superannuation contributions
	
	
	

	Process direct credits or cheques
	
	
	

	Performs reconciliations
	
	
	

	Prepares payments for annual and long service leave
	
	
	

	Prepares individual earnings records
	
	
	

	Prepares journal entries
	
	
	

	Updates general ledger
	
	
	

	Question 17
	
	
	

	Calculates and applies bonuses
	
	
	

	Calculates payroll accruals
	
	
	

	Generates group certificates
	
	
	

	Completes FBT processes and reporting
	
	
	

	Completes end of year clearing procedures
	
	
	

	Generates statutory government reports
	
	
	

	Commences system procedures for start of new financial year
	
	
	

	Question 18
	
	
	

	Takes details of enquiries/problem/discrepancy 
	
	
	

	Checks payroll records/data provided
	
	
	

	Checks for discrepancies 
	
	
	

	Checks payment details 
	
	
	

	Makes amendment to payroll records
	
	
	

	Contacts necessary person/s to make amendments
	
	
	

	Holds over to next pay if unable to make changes immediately 
	
	
	

	Contact employee with resolution/outcome 
	
	
	


	RECORD OF CONVERSATION
BSBFIA401A Prepare financial reports


CANDIDATE’S NAME:
     
  ASSESSOR’S NAME:
     
   DATE:
     

Question 19:
What types of period end adjustments have you calculated and processed.  Explain why each of these is necessary.

Question 20:
Briefly outline the steps you have taken to produce a) Profit and Loss statement, b) Balance Sheet. 

Question 21:
How did you detect and rectify errors arising during the preparation of the Balance Sheet?
	KEY POINTS

The candidate’s response should evidence the following
	INDUSTRY REQUIREMENTS

These must be evidenced in the candidate’s response
	Indicate if response addresses KP and IR
	COMMENTS

Record other key points and examples from conversation. 

Identify whether a practical assessment is warranted.

	Question 19
	Accurate reports and data entry

Double-entry bookkeeping principles 

Taxation requirements

Legislative compliance

Budgeting /planning

Legislative compliance

Company policies and procedures
	
	

	Adjusts accruals (accrued revenues/income and accrued expenses) – adjustments relate to transactions occurring in the current accounting period but the effects of which are not yet recorded and recognised in the accounting period 
	
	
	

	Adjusts deferrals (income in advance/unearned revenue and prepayments/prepaid expenses) – adjustments aligns recorded revenue (income)and costs with appropriate accounting period 
	
	
	

	Adjusts depreciation – the cost of holding an asset should be spread over the accounting periods in which it helps to produce income
	
	
	

	Adjusts and corrects errors – errors may have been made in the recording process but their effects were not identified in the trial balance 
	
	
	

	Question 20
	
	
	

	Profit and Loss:
· determines gross profit for trading account 

· closes gross profit or gross loss to the profit and loss account

· closes remaining operating revenue

· expenses accounts to profit and loss to determine net profit

· transfers net profit or net loss to capital account

· transfers drawings account to capital

· reverses entries for new financial year
	
	
	

	Balance Sheet:

· calculates total assets owned by company (current and non-current)

· calculate total liabilities 

· calculates total assets minus liabilities equals net assets

· calculates total equity – total owner’s equity (capital minus drawings) minus current years earnings equals total equity

· net assets equals total equity
	
	
	

	Question 21
	
	
	

	Checks trial balance
	
	
	

	Cross checks balance sheet account balances to ledger account 
	
	
	

	Makes journal entry supporting correction of errors 
	
	
	

	Opens and posts entries to a suspense account where necessary 
	
	
	

	Prepares revised balance sheet/extract
	
	
	


	RECORD OF CONVERSATION
FNSACCT401B Process business tax requirements


CANDIDATE’S NAME:
     
  ASSESSOR’S NAME:
     
   DATE:
     

Question 22:
Outline your experience in processing statutory business returns for payroll tax, goods and services tax, Pay As You Go tax, withholding tax and the superannuation guarantee. 

Question 23:
Describe how you have maintained the accounting system to prepare a business tax return or lodgement.
	KEY POINTS

The candidate’s response should evidence the following
	INDUSTRY REQUIREMENTS

These must be evidenced in the candidate’s response
	Indicate if response addresses KP and IR
	COMMENTS

Record other key points and examples from conversation. 

Identify whether a practical assessment is warranted.

	Question 22
	Company policies and procedures 

Australian Taxation Office (ATO) requirements

Business taxation requirements and parameters

Accounting terminology 

Tax returns and lodgement scheduling  

Accounting record keeping
	
	

	Collects and processes data 
	
	
	

	Processes transactions 
	
	
	

	Maintains records for taxation purposes
	
	
	

	Reviews and verifies data
	
	
	

	Makes necessary adjustments 
	
	
	

	Reconciles accounts
	
	
	

	Cross check balances
	
	
	

	Generates report 
	
	
	

	Transposes data to related ATO form
	
	
	

	Lodges form in appropriate timing
	
	
	

	Question 23
	
	
	

	Enters records and keeps up to date
	
	
	

	Maintains records to comply with lodgements
	
	
	

	Establishes lodgement schedule requirements 
	
	
	

	Processes data to meet tax reporting requirements 
	
	
	

	Drafts return for review by authorised personnel
	
	
	


	RECORD OF CONVERSATION
FNSACCT402B Produce job costing information


CANDIDATE’S NAME:
     
  ASSESSOR’S NAME:
     
   DATE:
     

Question 24:
What range of reports or budgets or costing reports have you completed?
Question 25:
How did you gather, record and present information in the report?
	KEY POINTS

The candidate’s response should evidence the following
	INDUSTRY REQUIREMENTS

These must be evidenced in the candidate’s response
	Indicate if response addresses KP and IR
	COMMENTS

Record other key points and examples from conversation. 

Identify whether a practical assessment is warranted.

	Question 24
	Financial legislation 

Company policies and procedures

Ethical financial reconstruction 

Company budgets 

Accurate data
	
	

	Report – variance analysis report, job and service profitability reports, performance reports
	
	
	

	Budget – materials usage, labour usage, manufacturing overhead, costing budgets
	
	
	

	Question 25
	
	
	

	Extracts data from existing system
	
	
	

	Codes and classifies data
	
	
	

	Checks data for accuracy and reliability 
	
	
	

	Assigns costs to product/service 

(direct and indirect; labour, materials and overheads; manufacturing costs; service costs)
	
	
	

	Reconciles data
	
	
	

	Sources other cost information 
	
	
	

	Identifies variances against the company budget
	
	
	

	Formats budget/report – job cost records, service cost analysis 
	
	
	


	RECORD OF CONVERSATION
FNSACCT403B Prepare operational budgets


CANDIDATE’S NAME:
     
  ASSESSOR’S NAME:
     
   DATE:
     

Question 26:
What types of operational budgets have you produced across the different organisations you have worked for? 

Question 27:
In preparing an operational budget, what factors did you consider that could potentially have impacted on the budget?

Question 28:
Briefly outline the process for formulating a budget.

Question 29:
Describe how you have supported management in the monitoring of budget targets to ensure that key performance indicators were being met as planned.
	KEY POINTS

The candidate’s response should evidence the following
	INDUSTRY REQUIREMENTS

These must be evidenced in the candidate’s response
	Indicate if response addresses KP and IR
	COMMENTS

Record other key points and examples from conversation. 

Identify whether a practical assessment is warranted.

	Question 26
	Company policies and procedures and reporting requirements 

Principles of budgetary control 

Forecasting techniques

Principles of double entry bookkeeping

Principles of statistical analysis and measures of variance
	
	

	Examples of budgets prepared: sales, purchases, operating expense budgets, cash budget, budgeted income statement, budgeted balance sheet 
	
	
	

	Question 27
	
	
	

	Discusses current economic climate
	
	
	

	Outlines business goals and growth trajectory
	
	
	

	Discusses government legislation and regulation
	
	
	

	Discusses taxation framework and potential changes
	
	
	

	Considers competitors’ actions
	
	
	

	Conducts market research
	
	
	

	Examines previous sales figures
	
	
	

	Considers duration of budget cycle (1/5 year budget)
	
	
	

	Discusses fixed and variable expenses
	
	
	

	Considers seasonal trends
	
	
	

	Outlines prices of goods and services
	
	
	

	Considers timing and timeframes
	
	
	

	Discusses staffing and HR issues
	
	
	

	Discusses price movements
	
	
	

	Question 28
	
	
	

	Identifies major expenditure items for activity or project
	
	
	

	Obtains input from stakeholders
	
	
	

	Selects appropriate budget format (cash vs accrual, zero base vs historical, etc)
	
	
	

	Formulates revenue and expenditure estimates
	
	
	

	Formulates parameters, deviation limits, worst case scenarios, contingency planning, etc
	
	
	

	Allocates budget to each line item (supported by working papers, cost estimates, etc)
	
	
	

	Develops monthly/quarterly forecasts to aid monitoring
	
	
	

	Question 29
	
	
	

	Examines financial data against forecasts (monthly, quarterly, annually)
	
	
	

	Identifies ‘lags’ or cyclical events
	
	
	

	Identifies areas for improvement
	
	
	

	Recommends actions on positive or negative variances
	
	
	


	RECORD OF CONVERSATION
FNSACCT404B Make decisions in a legal context


CANDIDATE’S NAME:
     
  ASSESSOR’S NAME:
     
   DATE:
     

Question 30:
Identify the main roles and responsibilities of the key bodies in the legal system.

Question 31:
How does the company you work for demonstrate compliance with legislation? How have you been involved in ensuring compliance in the context of your work role?
	KEY POINTS

The candidate’s response should evidence the following
	INDUSTRY REQUIREMENTS

These must be evidenced in the candidate’s response
	Indicate if response addresses KP and IR
	COMMENTS

Record other key points and examples from conversation. 

Identify whether a practical assessment is warranted.

	Question 30
	Company policies and procedures 

Accounting policies and procedures 
Legislation, regulation and relevant acts
Legal systems and procedures
Industry codes of practice
	
	

	Correctly identifies the role and function of at least 4 of the following courts or regulatory bodies:

Courts – High, Federal, State, Industrial Relations

Regulatory bodies – ATO, ASIC, Stock Exchange, ACCC
	
	
	

	Outlines common law, negligence and contract law, employment law and business structures
	
	
	

	Question 31
	
	
	

	Identifies compliance requirements
	
	
	

	Ensures decisions made are in accordance with legal requirements
	
	
	

	Interprets and reviews compliance requirements 
	
	
	

	Considers time frames in relation to compliance
	
	
	

	Reviews sources (internet, government publications, industry journals, industry networks) for updates 
	
	
	

	Develops procedures for compliance 
	
	
	

	Monitors and reviews procedures for compliance 
	
	
	


	RECORD OF CONVERSATION
FNSACCT405B Prepare financial statements


CANDIDATE’S NAME:
     
  ASSESSOR’S NAME:
     
   DATE:
     

Question 32:
What are the various financial statements or reports you have prepared, and briefly outline their function and purpose?

Question 33:
Briefly outline your understanding of the legislation that underpins financial reporting requirements.
Question 34:
What steps have you taken when preparing a financial statement? 

	KEY POINTS

The candidate’s response should evidence the following
	INDUSTRY REQUIREMENTS

These must be evidenced in the candidate’s response
	Indicate if response addresses KP and IR
	COMMENTS

Record other key points and examples from conversation. 

Identify whether a practical assessment is warranted.

	Question 32
	Company policies and procedures 

Options, methods and practices for deductions, benefits and deprecations 

Forecasting and analysing techniques

Principles of double entry bookkeeping

Financial legislation

Ethical handling of financial matters
	
	

	Cash flow statement – shows the net cash receipts and payments fro a specific period
	
	
	

	Statement of financial position (balance sheet) – summarises the assets and liabilities of a business at a particular time
	
	
	

	Statements of financial performance (profit and loss) – shows the operating results for a business for a specified period of time
	
	
	

	Other (shows current operating data) – bank reconciliation, aged receivables/reconciliation, inventory listing, asset listing, customer statements
	
	
	

	Question 33
	
	
	

	Keeps accurate and updated records – sales, purchases, expenses, year end tax
	
	
	

	Discusses employee payment record keeping requirements
	
	
	

	Discusses PAYG withholding record requirements
	
	
	

	Discusses Income tax and GST record requirements
	
	
	

	Discusses asset records 
	
	
	

	Question 34
	
	
	

	Codes, classifies and checks data 
	
	
	

	Presents charts, diagrams and supporting data 
	
	
	

	Prepares report
	
	
	

	Checks for errors 
	
	
	


	RECORD OF CONVERSATION
FNSACCT406B Maintain asset and inventory records


CANDIDATE’S NAME:
     
  ASSESSOR’S NAME:
     
   DATE:
     

Question 35:
What is your company’s policy or procedure for the purchase of assets and how are these recorded?
Question 36:
What has been your experience in calculating and applying depreciation to the various asset categories? How does GST on the asset purchase price impact on depreciation calculations?
Question 37:
How have you been involved in the disposal of assets? What documentation have you completed to support this process?

Question 38:
Discuss your experience in the accounting for inventories: for example: inventory records, valuing inventory, and reconciling subsidiary ledger to the general ledger.

Question 39:
Name some ad hoc reports you have prepared from asset and inventory records, and their importance for management of resources.
	KEY POINTS

The candidate’s response should evidence the following
	INDUSTRY REQUIREMENTS

These must be evidenced in the candidate’s response
	Indicate if response addresses KP and IR
	COMMENTS

Record other key points and examples from conversation. 

Identify whether a practical assessment is warranted.

	Question 35
	Company policies and procedures 

Fixed asset register software

Asset expenditure 

Deprecation schedules 

Reconciliation process 

Banking processes 

General ledgers

Information systems including spreadsheets
	
	

	Obtains approval for purchase
	
	
	

	Obtains quote
	
	
	

	Reconciles purchase documents/invoices
	
	
	

	Checks asset received for quantity and quality compliance
	
	
	

	Reconciles asset register and inventory records to general ledger
	
	
	

	Identifies new asset category
	
	
	

	Prepares and processes input of asset
	
	
	

	Obtains and enters disposal price data
	
	
	

	Question 36
	
	
	

	Straight-line method (or prime cost) Depreciation is calculated on the original cost price of the asset, and the same amount is claimed each year. If you are registered for GST, the cost excludes any GST you have already claimed in your GST return.
	
	
	

	Diminishing method (or reducing value) The amount of depreciation is worked out on the adjusted tax value of the asset. This value is the original cost less any depreciation already claimed in previous years. If you are registered for GST the original cost price should not include GST you have already claimed in your GST return.
	
	
	

	Updates depreciation at schedule time
	
	
	

	Prepares spreadsheet or ad hoc reports as required
	
	
	

	Question 37
	
	
	

	Obtains approval for disposal of asset
	
	
	

	Obtains disposal price data – cash, cost of removal, restoration expenses, trade-in amount, other 
	
	
	

	Determines best method of disposal
	
	
	

	Enters disposal price on accounting system
	
	
	

	Removes asset from ledger and asset register
	
	
	

	Question 38
	
	
	

	Records purchase in subsidiary ledger
	
	
	

	Maintains periodic and perpetual records 
	
	
	

	Applies inventory flow assumptions (cost, net realisable value, calculations based on gross margins)
	
	
	

	Values inventory 
	
	
	

	Reconciles inventory records to general ledger
	
	
	

	Question 39
	
	
	

	Discusses depreciation schedule
	
	
	

	Discusses asset register
	
	
	

	Discusses total purchase and disposal for a period 
	
	
	

	Discusses spreadsheets
	
	
	

	Discusses output from dedicated fixed asset software
	
	
	

	Discusses inventory turnover analysis 
	
	
	


	RECORD OF CONVERSATION
FNSACCT407B Set up and operate a computerised accounting system


CANDIDATE’S NAME:
     
  ASSESSOR’S NAME:
     
   DATE:
     

Competency in this unit cannot be claimed until all prerequisites have been satisfied. Pre-requisites: BSBCMN308A/BSBFIA301A Maintain financial records
( Please tick this box to indicate the prerequisites for this unit have been met

Question 40:
Describe how you have been involved in the setting up of a new computer accounting system, for example: the change over from one accounting system to another. What did you do to commission the new system ready for operation?

Question 41:
What is your level of involvement in the maintenance of the system? How frequently do you maintain and update the system parameters?
Question 42:
Discuss the steps you have taken to process transactions within the system.
Question 43:
In maintaining the system, how do you ensure its integrity?

	KEY POINTS

The candidate’s response should evidence the following
	INDUSTRY REQUIREMENTS

These must be evidenced in the candidate’s response
	Indicate if response addresses KP and IR
	COMMENTS

Record other key points and examples from conversation. 

Identify whether a practical assessment is warranted.

	Question 40
	Company policies and procedures

Legislation and statutory requirements
Principles of double entry bookkeeping

Principles and practices of accrual accounting

Financial legislation

Computer skills

Accurate reporting
	
	

	Sets up chart of accounts 
	
	
	

	Enters opening balances (GL, A/C Payable, A/C receivable, inventory)
	
	
	

	Sets up customers, suppliers and inventory items 
	
	
	

	Sets up GST reporting requirements 
	
	
	

	Uses technical help as required 
	
	
	

	Sets up systems rules / cycles / base line data / report formats
	
	
	

	Sets up governance rules
	
	
	

	Creates system backup rules and processes
	
	
	

	Writes new operational procedures
	
	
	

	Trains staff in new systems and operational procedures
	
	
	

	Question 41
	
	
	

	Adds new general ledger accounts, customers, suppliers, inventory, fixed assets 
	
	
	

	Maintains and updates existing general ledger accounts, customers, suppliers, inventory, fixed assets
	
	
	

	Customises chart of accounts to meet reporting requirements 
	
	
	

	Question 42
	
	
	

	Collates, codes and classifies input data
	
	
	

	Processes cash and credit transactions 
	
	
	

	Makes balance day adjustments for prepayments and accruals 
	
	
	

	Reviews system output to verify data
	
	
	

	Makes adjustments to processing errors
	
	
	

	Performs end of financial year rollover
	
	
	

	Question 43
	
	
	

	Maintains access privileges for operators (eg. separation of functions)
	
	
	

	Establishes access requirements (eg password)
	
	
	

	Makes regular back-ups of data
	
	
	

	Restores data back-ups if required
	
	
	

	Maintains secure records 
	
	
	


	RECORD OF CONVERSATION
FNSBKPG401A Develop and implement policies and practices relevant to bookkeeping activities 


CANDIDATE’S NAME:
     
  ASSESSOR’S NAME:
     
   DATE:
     

Question 44: 
Describe the roles and responsibilities of the key parties you liaise with as a bookkeeper. What benefits do you gain from maintaining such relationships?

Question 45: 
In setting up your bookkeeping business, explain the systems and procedures you put in place to ensure you deliver a quality service.

Question 46:
Identify relevant legislation, statutory, regulatory and industry requirements you researched when setting up your bookkeeping systems. How do you ensure you keep up-to-date with changes and new developments in the industry? 
	KEY POINTS

The candidate’s response should evidence the following
	INDUSTRY REQUIREMENTS

These must be evidenced in the candidate’s response
	Indicate if response addresses KP and IR
	COMMENTS

Record other key points and examples from conversation. 

Identify whether a practical assessment is warranted.

	Question 44
	Entity policies and procedures

Codes of practice

Industry terminology 

Quality assurance

Risk management 

Accounting principles


	
	

	Correctly identifies the role and function of all 4 of the following key parties:

· Accountant – CA or CPA

· Business Owners 

· Managers 

· Tax Agent – may not be CA or CPA
	
	
	

	Benefits 
	
	
	

	Increases knowledge and skills
	
	
	

	Feedback from key parties 
	
	
	

	Obtains key information 
	
	
	

	Finds out about the latest industry developments 
	
	
	

	Meets people with business interests in common
	
	
	

	Gains access to useful resources to call on
	
	
	

	Gains additional work
	
	
	

	Question 45
	
	
	

	Policy and procedures manual
	
	
	

	Computer system procedures
	
	
	

	Internal control guidelines
	
	
	

	Legal obligations 
	
	
	

	Operations manual
	
	
	

	Professional development procedures 
	
	
	

	Trading terms and conditions 
	
	
	

	Customer service guidelines 
	
	
	

	Forms 
	
	
	

	Instructions
	
	
	

	Question 46
	
	
	

	Australian Accounting Standards
	
	
	

	Business Activity Statement (BAS) requirements 
	
	
	

	Industry body requirements 
	
	
	

	Insurance requirements 
	
	
	

	Privacy Act
	
	
	

	Taxation Act
	
	
	

	Trade Practices Act 
	
	
	

	Professional development
	
	
	

	Professional workshops
	
	
	

	Community courses
	
	
	

	Industry journals/subscriptions 
	
	
	

	Coaching and mentoring
	
	
	

	Conferences
	
	
	

	e-learning
	
	
	

	Formal education 
	
	
	


	RECORD OF CONVERSATION
FNSBKPG402A Establish and maintain a cash accounting system  


CANDIDATE’S NAME:
     
  ASSESSOR’S NAME:
     
   DATE:
     

Question 47: 
Describe how you have been involved in the setting up of a cash accounting system, for example: the change over from excel spreadsheets to an accounting system/software package. What additional work was done to ensure others could also use the new system?
Question 48:
Explain the steps involved in reconciling bank statements with cash transactions. What measures have you put in place when a business was not recording cash transactions correctly? 

Question 49:
In completing a bank reconciliation, name some common items that could cause a difference between the bank statement balance and the business’ cash journal balance. 
Question 50:
Outline a conversation you have conducted with a client to establish a chart of accounts. What information did you need to draw from the client? 
	KEY POINTS

The candidate’s response should evidence the following
	INDUSTRY REQUIREMENTS

These must be evidenced in the candidate’s response
	Indicate if response addresses KP and IR
	COMMENTS

Record other key points and examples from conversation. 

Identify whether a practical assessment is warranted.

	Question 47
	Entity policies and procedures 

Legislation

Regulatory and industry requirements 

Records management 

Accurate reports and data entry

Budgeting /planning


	
	

	Identifies new system requirements through consultation
	
	
	

	Sets up chart of accounts 
	
	
	

	Enters opening balances (GL, A/C Payable, A/C receivable, inventory)
	
	
	

	Sets up customers, suppliers and inventory items 
	
	
	

	Sets up petty cash and credit card facilities 
	
	
	

	Sets up GST reporting requirements 
	
	
	

	Uses technical help as required 
	
	
	

	Sets up systems rules / cycles / base line data / report formats
	
	
	

	Sets up governance rules
	
	
	

	Creates system backup rules and processes
	
	
	

	Writes new operational procedures
	
	
	

	Trains staff in new systems and operational procedures
	
	
	

	Question 48
	
	
	

	Compares cash journals with previous month’s bank reconciliation
	
	
	

	Checks transactions are recorded on current month’s bank statement
	
	
	

	Notes unrecorded items
	
	
	

	Checks Cash Receipt Journal with credit/debit column on bank statement
	
	
	

	Ticks entries that appear in both records
	
	
	

	Records items un-ticked on bank statement 
	
	
	

	Records dishonoured cheques 
	
	
	

	Totals the Cash Receipt Journal
	
	
	

	Circles items un-ticked on Cash Receipt Journal
	
	
	

	Compares Cash Payments Journal with Debit/cheque column on the bank statement 
	
	
	

	Tick entries that appear in both records
	
	
	

	Records un-ticked items on bank statement in the Cash Payment Journal 
	
	
	

	Totals the Cash Payment Journal
	
	
	

	Circles un-ticked items on Cash Payment Journal 
	
	
	

	Prepares a cash book balance using totals from Cash Receipts Journal and Cash Payment Journal
	
	
	

	Measures
	
	
	

	Issues consecutively numbered receipts 
	
	
	

	Separates receiving/paying cash from recording cash transaction duties 
	
	
	

	Sets up business cheque account with two signature for drawing a cheque
	
	
	

	Reconciles cash account with bank records on a regular basis
	
	
	

	Question 49
	
	
	

	Items recorded by the business but not recorded by the bank

· deposits in transit

· outstanding cheques 
	
	
	

	Items recorded by the bank but not yet recorded by the business

· bank collection – direct deposit

· bank fees and charges

· interest on account

· dishonoured cheque

· cheques returned for other reasons 

· cost of printed cheques 
	
	
	

	Errors by either the bank or the business 
	
	
	

	Question 50
	
	
	

	Establishes business nature of the entity
	
	
	

	Identifies existing information 
	
	
	

	Discusses business operations 
	
	
	

	Consults with tax agent 
	
	
	

	Asks for details on 

· assets

· liabilities

· equity

· income

· cost of sales

· expenses 
	
	
	


	RECORD OF CONVERSATION
FNSBKPG403A Establish and maintain an Accrual Accounting System  


CANDIDATE’S NAME:
     
  ASSESSOR’S NAME:
     
   DATE:
     

Question 51: 
Explain your understanding of the difference between cash accounting and accrual accounting systems.  

Question 52:
Describe an accrual accounting system you have managed for a client. What was involved in maintaining the system?

Question 53:
Identify the types of period end adjustments you have processed for a business and explain why they were necessary. 

Question 54:
Describe how you have managed bad debt for a business. How did you identify the bad debt? What recovery action was taken? What did you do to write off non-recovered debt? 

Question 55:
Briefly explain the types of reports and statements you have produced and presented to a business owner/manager.
	KEY POINTS

The candidate’s response should evidence the following
	INDUSTRY REQUIREMENTS

These must be evidenced in the candidate’s response
	Indicate if response addresses KP and IR
	COMMENTS

Record other key points and examples from conversation. 

Identify whether a practical assessment is warranted.

	Question 51
	Entity policies and procedures 

Legislation

Regulatory and industry requirements 

Debtor/creditor management

Cash flow

Accurate reports and data entry

Budgeting /planning


	
	

	Accrual – the recording of all transactions where the value of the transaction is known but not always received at the time the transaction is made 
	
	
	

	Cash – accounting that records only transactions in which cash is received or paid (including – cash payments, credit card, petty cash, cheques and eftpos) 
	
	
	

	Question 52
	
	
	

	Enters new debtors and creditors as required 
	
	
	

	Raises new invoices 
	
	
	

	Allocates creditor invoices 
	
	
	

	Codes and processes source documents 
	
	
	

	Processes payments 
	
	
	

	Enters adjustment notes as required 
	
	
	

	Records other general ledger entries 
	
	
	

	Processes contra entries 
	
	
	

	Identifies and processes bad debt
	
	
	

	Reports on debt
	
	
	

	Manages debt recovery – if required 
	
	
	

	Question 53
	
	
	

	Adjusts accruals (accrued revenues/income and accrued expenses) – adjustments relate to transactions occurring in the current accounting period but the effects of which are not yet recorded and recognised in the accounting period 
	
	
	

	Adjusts deferrals (income in advance/unearned revenue and prepayments/prepaid expenses) – adjustments aligns recorded revenue (income)and costs with appropriate accounting period 
	
	
	

	Adjusts depreciation – the cost of holding an asset should be spread over the accounting periods in which it helps to produce income
	
	
	

	Adjusts and corrects errors – errors may have been made in the recording process but their effects were not identified in the trial balance 
	
	
	

	Question 54
	
	
	

	Runs aged debtor report, or similar
	
	
	

	Checks receipts entered into accounts receivable
	
	
	

	Identifies incorrect entries 
	
	
	

	Identifies discrepancies between monies owed and paid 
	
	
	

	Reviews debtor ledger and investigates monies owed – against terms and conditions 
	
	
	

	Verifies bad debt with debtor and reason – dishonoured cheque, ASIC action, banks forgoing overdrafts, closure of business, notices of administration, returned mail, letters from solicitors/accountants, utilities being cut off
	
	
	

	Recovery action – liaison with client, letters of notice, advice to supervisors/managers/legal office, return of goods, legal action, plaint, dunning letter, letters of demand without prejudice, third party interventions, summons, write-offs
	
	
	

	Writes off debt - Initiates journal entries to expense the bad debt (including provision account adjustments)
	
	
	

	Question 55
	
	
	

	Trial balance – two column schedule listing the balances of all the accounts of a business as a given date
	
	
	

	Profit and Loss/Statement of operations  – list of entity’s revenues, expenses and net profit or net loss for a specific period
	
	
	

	Balance sheet/Statement of financial position – list of entity’s assets, liabilities and owner’s equity as of a specific date
	
	
	

	Statement of cash flows – reports cash receipts and cash payments, classified according to the entity’s major activities
	
	
	

	Statement of financial performance – discloses the revenue earned and expenses incurred by a business to arrive at a profit and loss for the period 
	
	
	


	RECORD OF CONVERSATION
FNSBKPG404A Carry out Business Activity and Instalment Activity Statement tasks


CANDIDATE’S NAME:
     
  ASSESSOR’S NAME:
     
   DATE:
     

Question 56:
Outline your experience in maintaining a variety of accounting systems for businesses with different activity statement tasks. 
Question 57:
In consultation with a new client and their tax agent, what information have you gathered to ensure the business meets ATO requirements? (note: this question also applies to new bookkeeping roles in a business)
Question 58:
Briefly describe the steps involved to complete all five (5) areas of a Business Activity Statement (BAS), i.e. Goods and services tax (GST), PAYG tax withheld, PAYG income tax instalment, Summary and Payment or refund?

Question 59:
Describe the differences in calculating GST for a cash accounting system and an accrual accounting system.
	KEY POINTS

The candidate’s response should evidence the following
	INDUSTRY REQUIREMENTS

These must be evidenced in the candidate’s response
	Indicate if response addresses KP and IR
	COMMENTS

Record other key points and examples from conversation. 

Identify whether a practical assessment is warranted.

	Question 56
	Entity policies and procedures 

Australian Taxation Office (ATO) requirements

Business taxation requirements and parameters

Accounting terminology 

Tax returns and lodgement scheduling  

Accounting record keeping
	
	

	Identifies compliance requirements 
	
	
	

	Enters records and keeps up to date
	
	
	

	Maintains records to comply with lodgements
	
	
	

	Establishes lodgement schedule requirements 
	
	
	

	Processes data to meet activity statement reporting requirements 
	
	
	

	Drafts return/lodgement for review by authorised personnel
	
	
	

	Question 57
	
	
	

	Researches statutory, legislative, regulatory and industry requirements 
	
	
	

	Identifies accounting system – cash or accrual
	
	
	

	Assess cash flow and payment options 
	
	
	

	Gains understanding of entity’s policies and procedures 
	
	
	

	Identifies lodgement schedule requirements 
	
	
	

	Identifies GST classifications and implications 
	
	
	

	Identifies payroll activity 
	
	
	

	Identifies other amounts to be withheld – PAYG instalments and taxes
	
	
	

	Verifies current data 
	
	
	

	Question 58
	
	
	

	Collects and processes data 
	
	
	

	Processes transactions 

· GST – codes and classifies purchases and payments

· PAYG withheld – calculates amount withheld from total salaries, wages and other payments

· PAYG income tax instalment – verifies instalment amount (or calculates if applicable) 
	
	
	

	Reviews and verifies data
	
	
	

	Makes necessary adjustments and corrects errors
	
	
	

	Reconciles accounts
	
	
	

	Cross check balances
	
	
	

	Generates Activity Statement reports
	
	
	

	Transposes data to related area on BAS

· GST – option 1, 2, 3 depending on reporting schedule with ATO

· PAYG tax withheld – transposes total salaries and wages and amounts withheld from total, where no ABN is quoted and other amounts withheld

· PAYG income tax instalment – instalment amount quarterly (option1) or calculate suing income times rate (option 2)

· Summary – amounts the business owes the Tax Office and the amount the Tax Office owes the business 

· calculate payment amount to the Tax Office or a refund to be received by the Tax Office
	
	
	

	Question 59
	
	
	

	Cash accounting

· SALES – a business accounts for the GST payable on the sales made in the same reporting period the payment is received 

· PURCHASES- a business claims GST credits for purchases in the reporting period they were paid for, provided a tax invoice was received
	
	
	

	Accrual accounting

· ACCOUNT FOR GST MONTHLY or QUARTERLY – account for GST in the month or quarter the business either issued the invoice or received the payment, whichever occurs first

· CLAIM GST MONTHLY or QUATERLY – claim a GST credit for the month or quarter the business either received the invoice ort paid the invoice, whichever occurs first 
	
	
	


	RECORD OF CONVERSATION
FNSBKPG405A Establish and maintain a payroll system 


CANDIDATE’S NAME:
     
  ASSESSOR’S NAME:
     
   DATE:
     

Question 60: 
Describe a payroll system you have set up for a business and the data/information you sourced for input in to the system. 

Question 61:
In maintaining a payroll system, outline the various functions you have performed and the end of year processes you have managed.

Question 62:
Explain at least three (3) situations where you have intervened to resolve a problem with a staff members pay. What action did you take? 
	KEY POINTS

The candidate’s response should evidence the following
	INDUSTRY REQUIREMENTS

These must be evidenced in the candidate’s response
	Indicate if response addresses KP and IR
	COMMENTS

Record other key points and examples from conversation. 

Identify whether a practical assessment is warranted.

	Question 60
	Organisational structure and authority 

Company policies and procedures 

Deductions and allowances 

Taxation compliance

Budgeting/ planning

Confidentiality

Security
	
	

	Describes manual or computerised payroll system
	
	
	

	Collates employee data – allowances, deductions, employee details, leave entitlements, pay periods, rates of pay, superannuation details, tax declaration forms, tax file numbers
	
	
	

	Creates employee payroll register/timesheet 
	
	
	

	Allows for variations such as leave, overtime, holiday loading
	
	
	

	Considers employee entitlements
	
	
	

	Ensures the payroll system meets legislative requirements such as HECS, payroll tax, Medicare levy
	
	
	

	Prepares payroll for current period
	
	
	

	Seeks approval from designated person
	
	
	

	Creates procedures/manual for use of system
	
	
	

	Trains others as required 
	
	
	

	Question 61
	
	
	

	Prepares payroll registers
	
	
	

	Maintains employee details 
	
	
	

	Processes documentation for new employees (TFN form, Centre link forms, etc)
	
	
	

	Performs payroll calculations
	
	
	

	Manages leave 
	
	
	

	Prepares journal entries and updates general ledger
	
	
	

	Performs social security and PAYE contribution calculations
	
	
	

	Generate statutory reports
	
	
	

	Produces payslips
	
	
	

	Generates reports – exception, leave, cost centre, management
	
	
	

	Analyses information by department, section and unit 
	
	
	

	Calculates union contributions
	
	
	

	Processes superannuation contributions
	
	
	

	Process direct credits or cheques
	
	
	

	Performs reconciliations
	
	
	

	Prepares payments for annual and long service leave
	
	
	

	Prepares individual earnings records
	
	
	

	Prepares journal entries
	
	
	

	Updates general ledger
	
	
	

	Extracts data for Activity Statements 
	
	
	

	End year processes 
	
	
	

	Calculates and applies bonuses
	
	
	

	Calculates payroll accruals
	
	
	

	Generates group certificates
	
	
	

	Completes FBT processes and reporting
	
	
	

	Completes end of year clearing procedures
	
	
	

	Generates statutory government reports
	
	
	

	Commences system procedures for start of new financial year
	
	
	

	Question 62
	
	
	

	Takes details of enquiries/problem/discrepancy 
	
	
	

	Checks payroll records/data provided
	
	
	

	Checks for discrepancies 
	
	
	

	Checks payment details 
	
	
	

	Makes amendment to payroll records
	
	
	

	Contacts necessary person/s to make amendments
	
	
	

	Holds over to next pay if unable to make changes immediately 
	
	
	

	Contact employee with resolution/outcome 
	
	
	


SECTION D

Practical Tasks and 

Recording Sheets

You use this section to assist you in determining a candidate’s competency in those areas where they have not yet successfully demonstrated their skills, knowledge and prior experience. Therefore, candidates are not required to complete all tasks. You select tasks after considering available evidence collected through previous phases and according to context and needs of each candidate.

	PRACTICAL TASKS


Candidates are not required to complete all tasks. The Assessor is to select tasks after considering available evidence collected through previous phases and according to the context and needs of each candidate.

	Unit of Competency
	Question

	FNSICIND401B
Apply principles of professional practice to work in the financial services industry
	Generic component assessable across all tasks

	FNSICGEN301B
Communicate in the workplace
	Generic component assessable across all tasks or in the workplace

	FNSICGEN302B
Use technology in the workplace
	Generic component assessable across all tasks or in the workplace

	FNSICGEN304B
Apply health and safety practices in the workplace
	Generic component assessable across all tasks or in the workplace

	BSBFIA302A
Process payroll
	TASK 1

In your workplace using the company’s records and data where appropriate, demonstrate to your assessor how you (note: privacy considerations may require the creation of “dummy” records to undertake this task):
PART

A. process payroll

B. process accounts to produce a business activity statement

C. produce job costing information 

D. prepare an operational budget

	FNSACCT401B
Process business tax requirements
	

	FNSACCT402B
Produce job costing information
	

	FNSACCT403B
Prepare operational budgets
	

	BSBFIA401A

Prepare financial reports
FNSACCT405B
Prepare financial statements
	TASK 2

This task requires you to prepare a trading, profit and loss statement and prepare a balance sheet for a fictitious company.

Information and resources for this task are supplied in Section E Resources for assessment tasks.

	FNSACCT406B
Maintains asset and inventory records
BSBFIA401A

Prepare financial reports
	TASK 3

This task requires you to:

a) complete an asset register card 

b) record the capital cost of a purchase as an opening balance in general ledger account 

c) prepare and post the general journal entries to record depreciation 

d) prepare and post general journal entries to record asset disposal 

Information and resources for this task are supplied in Section E Resources for Practical Tasks.

	FNSBKPG401A
Develop and implement policies and practices relevant to bookkeeping activities 
	TASK 4
This task requires you to demonstrate your understanding of the policies and practices you need to have in place to ensure you provide a quality service as a bookkeeper. There are 2 options for completing this task. Please read the instructions below and discuss with your assessor which option is applicable. 

Option 1

If you are a bookkeeping consultant and contract your services to other businesses, please complete the following:


· accessing forms/procedures you use when taking on a new client, show your assessor how the form is used to gather information during the liaison process with the business owner/manager and/or tax agent 

· demonstrate where you source information on behalf of a new client to research their obligations in complying with  legislative, statutory, regulatory and industry specific requirements relating to their accounts

· step through procedures or forms you have in place for setting up and maintaining a system to meet such compliance requirements

· demonstrate to your assessor how you keep up-to-date with legislative, statutory and regulatory changes relating to bookkeeping, i.e. where you source the latest information

Option 2

If you are in a bookkeeping role for an employer, please complete the following:

Read the following steps to this task, then source the necessary documentation and information required and discuss this process with your assessor.  You can use customer records to demonstrate each process.

· in your workplace show your assessor where you source policies and procedures relating to setting up and/or maintaining the accounting system 

· demonstrate to your assessor how your accounting system meets industry and ATO requirements

· demonstrate to your assessor how you keep up-to-date with legislative, statutory and regulatory changes relating to bookkeeping, i.e. where you source the latest information 

	FNSBKPG402A
Establish and maintain a cash accounting system 
FNSBKPG403A

Establish and maintain an Accrual Accounting System
	TASK 5

This task requires you to design a chart of accounts based on the following information that was identified during a discussion with a business owner :

· The business structure is a Company (Pty Ltd)

· The business is registered for GST on a cash basis which is reported quarterly

· The nature of the business is a petrol station (part of a franchise group) with a small retail shop – consider the type of income and cost of sales that could be expected 

· There are two employees, one full-time and one casual

· There is a bank business loan to consider

· There is also a loan to consider from the owner to the business

· There is a cheque account which needs to be reconciled as well as a business credit card

· The owner also pays for various expenses out of his own personal bank account as well as using his own cash

· A deposit was paid for electricity

· There are various fixed assets to consider including office furniture, computer equipment and a fridge/freezer

· There are also costs to consider for a motor vehicle that was purchased on a Hire Purchase agreement (financed), which is being paid off monthly

· Consider all general running costs including property related expenses, running costs for the motor vehicle and staff related expenses

· The business also runs a variety of accounts for both AR (Accounts Receivable) and AP (Accounts Payable)

	FNSBKPG402A
Establish and maintain a cash accounting system
FNSBKPG403A
Establish and maintain an accrual accounting system 
	TASK 6
This task requires you to demonstrate how you maintain the accounts for a business with a cash accounting system that reports on an accrual basis. In your workplace or a simulated environment, demonstrate to your assessor how you:

· process transactions in a cash accounting system

· complete a bank reconciliation 

· identify and manage bad debt

· prepare a trading, profit and loss statement and prepare a balance sheet for a fictitious company.

Information and resources for this task are supplied in Section E Resources for Practical Tasks.



	FNSBKPG404A
Carry out business activity and instalment activity statement tasks
	TASK 7

This task requires you to complete a Business Activity Statement using data provided.  Assume for this task that the business concerned :

· has been setup for Cash Accounting, 

· is registered for GST 

· is required to report and pay the GST / PAYG Tax Withheld & any PAYG Income Tax Instalment liabilities on a monthly basis

Expenses Incurred :

Please refer to Section E Resources for Practical Tasks -  use the data supplied under the heading Summary of Supplier Invoices to complete the related section on the BAS 

Sales Recorded :

Please refer to Section E Resources for Practical Tasks -  use the data supplied under the heading Summary of Sales to complete the related section on the BAS 

Payroll Summary :

Use the data supplied below to complete the related section on the BAS.  

Assume the employees are paid weekly and there were four pay runs for this particular exercise.

Employee Name 

Gross Per Week

Tax Per Week
Anneline Smith  

$647.00


$115.00

Jo Bloggs


$450.00


$  58.00

Karen Bower


$782.00


$158.00

PAYG Income Tax Instalment :

Please complete Option 2 on the BAS using the sales data provided earlier in this task (Summary of Sales in Section E). Calculate the PAYG instalment using the income times rate method.  Assume the rate is 5.00%.  



	FNSBKPG405A
Establish and maintain payroll system 
	TASK 8

Please refer to Section E Resources for Assessment Tasks
Using the payroll data supplied for task seven (7) process payroll for this fictitious company. 




	OBSERVATION RECORDING SHEET

Practical Tasks


CANDIDATE’S NAME:
     
  SIGNATURE:       
   DATE:       

ASSESSOR’S NAME:
     
  SIGNATURE:       
   DATE:       

LOCATION:
     


NB: The skills listed below must be verified by a competent assessor through observed demonstration either in the candidate’s workplace as part of the candidate’s normal work duty OR as part of a practical assessment/demonstration set by the assessor.

	Unit and element covered in task
	Task No.
	Observable behaviours in task
	Industry requirements
	Assessor’s comments
	Indicate if behaviour observed
	Date assessed

	FNSICIND401B
1, 2, 3
FNSICGEN301B
1, 2, 3, 4

FNSICGEN302B
1, 2, 3

FNSICGEN304B
1, 3
	All
	Generic components across all tasks:

Follows safe working procedures

Identifies and removes hazards

Maintain work area and equipment

Identifies task requirements

Sources industry guidelines, procedures and legislation pertaining to the task

Sources company policy, guidelines and procedures

Understands scope of industry sector and influences

Makes decisions within appropriate legal context and scope of responsibility  

Gathers and manages information required to complete task

Accesses and saves files correctly 

Plans to complete the task within company timeframes/deadlines

Uses and maintains computer and other office equipment appropriately 

Operates a computerised accounting system within company guidelines 

Effectively communicates with team members, management, staff, clients and business colleagues

Develops and maintains personal competence (industry and technology knowledge and skills)
	Health and safety legislation and regulations 

Emergency procedures

First aid procedures 

Emergency signs, exists, warnings

Industry guidelines, procedures and legislation

Industry codes of practice

Company policy, guidelines and procedures

Ethical standards 
	
	
	

	BSBFIA302A
1, 2, 3

FNSICGEN302B
1, 2, 3, 6
	1A
	Checks and records payroll data 

Calculates pay amount/s due to each employee

Reconciles total wages

Checks and corrects irregularities 

Makes payments within arrangements 

Obtains authorisation and approval to make payments as required 

Produces, checks and stores payroll records

Handles payroll enquiries in a timely manner

	Legislation, codes and national standards

Organisational structure and authority 

Company policies and procedures 

Deductions and allowances 

Taxation compliance

Budgeting/ planning

Confidentiality

Security 
	
	
	

	FNSACCT401B
1, 2, 3

FNSICGEN302B
1, 2, 3, 6
	1B
	Enters and maintains records for BAS

Complies with taxation requirements for BAS

Manages lodgement process

Plans for lodgement schedule 

Processes data for BAS

Calculates GST payable

Calculates PAYG withholding 

Calculate PAYG tax payable

Calculates FBT instalment  

Prepares BAS report for authorisation 

Transposes data to form

	Company policies and procedures 

Australian Taxation Office (ATO) requirements

Business taxation requirements and parameters

Accounting terminology 

Tax returns and lodgement scheduling  

Accounting record keeping
	
	
	

	FNSACCT402B
1, 2

FNSICGEN302B
1, 2, 3, 6
	1C
	Gathers and records operating data

Codes, classifies and checks data for accuracy and reliability 

Assigns cost to products and services

Reconciles data and checks calculations for accuracy

Seeks advice from appropriate personnel

Formats budget to meet management request 

Identifies variances against budget

Produces error free and comprehensive reports 
	Financial legislation 

Company policies and procedures

Ethical financial reconstruction 

Company budgets 

Accurate data
	
	
	

	FNSACCT403B
1, 2

FNSICGEN302B
1, 2, 3, 6
	1D
	Identifies objective of budget 

Defines related cash, expenditure and revenue items 

Holds discussions and negotiations with stakeholders

Includes milestones and performance indicators in budget

Breaks down annual budget to seasonal periods

Formats and documents budget

Completes reports and distributes for specified periods and projects 

	Company policies and procedures and reporting requirements 

Principles of budgetary control 

Forecasting techniques

Principles of double entry bookkeeping

Principles of statistical analysis and measures of variance
	
	
	

	BSBFIA401A
3, 4

FNSACCT405B
1, 2
	2
	Complies and maintains data 

Maintains asset register

Calculates and records depreciation of assets 

Records and adjusts expense and revenue, bad and doubtful debt, inventories 

Enters, balances and prepares accounts in general ledger

Checks and corrects errors

Prepares revenue statement

Prepares profit and loss statement

Prepares balance sheet

	Accurate reports and data entry

Double-entry bookkeeping principles 

Taxation requirements

Legislative compliance

Budgeting /planning

Legislative compliance

Company policies and procedures
	
	
	

	FNSACCT406B
1, 2, 3, 4, 5, 6

BSBFIA401A
1
	3
	Obtains approval and quotes for acquisition of asset/s

Reconciles purchase documents/invoice 

Checks asset meets order quality and quantity

Reconciles asset expenditure

Checks for and corrects discrepancies 

Records purchase in ledger 

Maintains periodic and perpetual records 

Applies inventory flow assumptions 

Values inventory using valuation rules 

Recognises new assets and asset categories 

Updates depreciation expenses

Prepares ad hoc reports/spreadsheets 

Records disposal of fixed asset/s 
	Company policies and procedures 

Fixed asset register software

Asset expenditure 

Deprecation schedules 

Reconciliation process 

Banking processes 

General ledgers

Information systems including spreadsheets
	
	
	

	FNSBKPG401A

1, 2, 3
	4
	Sources appropriate forms/procedures to liaise with a new client

Clarifies business needs and expectations

Defines roles and responsibilities as a bookkeeper

Refers to network as required

Accesses information relating to business compliance requirements 

Researches appropriate publications and software tools to suit compliance requirements

Sets up appropriate systems to meet compliance requirements

Accesses information on a regular basis for professional development  
	Entity policies and procedures

Codes of practice

Industry terminology 

Quality assurance

Risk management 

Accounting principles


	
	
	

	FNSBKPG402A

1, 2

FNSBKPG403A

1
	5
	Assesses and understand business operations 

Designs a chart of accounts to suit a cash accounting system

Allocates data correctly 

Applies codes 

Verifies information as required 

Produces chart of accounts
	Entity policies and procedures 

Legislation

Regulatory and industry requirements 

Records management 

Accurate reports and data entry

Budgeting /planning
	
	
	

	FNSBKPG402A

3, 4, 5, 6, 7, 8

FNSBKPG403A

2, 3, 4, 5, 6
	6
	Processes receipts and payments 

Processes petty cash transactions 

Processes credit card transactions 

Checks and corrects errors 

Verifies transactions against bank statement

Enters additional bank transactions

Reconciles bank statement with accounts 

Identifies bad debt

Writes off bad debt with approval 

Enters, balances and prepares accounts in general ledger

Checks and corrects errors

Prepares profit and loss statement

Prepares balance sheet
	Entity policies and procedures 

Legislation

Regulatory and industry requirements 

Debtor/creditor management

Cash flow

Accurate reports and data entry

Budgeting /planning


	
	
	

	FNSBKPG404A

1, 2, 3, 4, 5, 6
	7
	Plans for lodgement schedule 

Processes data for BAS

Calculates GST payable

Calculates PAYG withholding 

Calculate PAYG tax payable

Calculates FBT instalment  

Prepares BAS report for authorisation 

Transposes data to form
	Entity policies and procedures 

Australian Taxation Office (ATO) requirements

Business taxation requirements and parameters

Accounting terminology 

Tax returns and lodgement scheduling  

Accounting record keeping
	
	
	

	FNSBKPG405A

1, 2, 3, 4
	8
	Checks and records payroll data 

Calculates pay amount/s due to each employee

Reconciles total wages

Checks and corrects irregularities 

Makes payments within arrangements 

Obtains authorisation and approval to make payments as required 

Produces, checks and stores payroll records

Handles payroll enquiries in a timely manner
	Organisational structure and authority 

Company policies and procedures 

Deductions and allowances 

Taxation compliance

Budgeting/ planning

Confidentiality

Security
	
	
	


SECTION E

Resources for Practical Tasks

You use this section to access any resources required by the candidate to undertake the practical task/s or scenario/s. They are suggested resources only. You may wish to modify or use other resources for the assessment tasks.

	PRACTICAL TASK 2


CANDIDATE’S NAME:
     

SIGNATURE:  
     

DATE:  
     

The information provided in the adjusted trial balance below relates to a fictitious company. You are required to:
1. prepare a trading, profit and loss statement for the year ending 30 June 2006 and
2. prepare a balance sheet as at 30 June 2006.

Adjusted trial balance as at 30 June 2006
	account name
	debit

$
	credit

$

	Bank

Capital

Drawings

Trade debtors control

Provision for doubtful debts

Trade creditors control

Stock (1.7.02)

Office Furniture

Accumulated depreciation – office furniture

GST payable

Input tax credits

Purchases

Purchases returns and allowances

Wharfage fees

Sales

Sales returns and allowances

Insurance on stock

Discount allowed

Discount received

General insurance

Interest on loan

Advertising

Freight inwards

Office salaries

Sales salaries

Sales commissions

Doubtful debts

Delivery vehicles

Accumulated depreciation – delivery vehicles

Freight outwards

Electricity

Rent

Accrued expenses

Loan – Crown Finance (due 2015)

Commission revenue

Telephone

Prepaid expenses

Depreciation – office furniture

Depreciation – delivery vehicles


	58 500
16 000
15 000
 69 000
4 000
1 100
151 200
1 800
2 000
1 500
800
3 200
9 800
1 200
1 520
25 000
28 000
9 500
325

27 000
4 750
2 600
8 400
2 800
750
750
5 400
	34 495
300
18 000
1 500
2 500
970
 282 000
1 700
12 800
800
84 000
12 830

	
	451 895
	451 895


Closing stock at 30 June 2006 is $57 000.00

Trading, profit and loss statement for the year ending 30 June 2006
	
	$
	$
	$
	$



	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Balance sheet as at 30 June 2006
	
	$
	$
	$
	$



	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	PRACTICAL TASK 3


CANDIDATE’S NAME:
     

SIGNATURE:  
     

DATE:  
     

Following is information on a fictitious company. Using this information you are required to:

a. complete the asset register card for the purchase Machine X

b. record the capital cost of the purchase as an opening balance in the Machinery General Ledger account as at 31 March 2001
c. prepare and post the general journal entries to record the depreciation of the Machine X for the years ended 30 June 2001, 2002 and 2003
d. prepare and post general journal entries to record the disposal of the Machine X.

INFORMATION

On 31 March 2001 a Machine X was purchased, serial number VMM06JKTRO460275 from Machinery Ltd.  The machine is located in Department 4.  The total purchase price including GST was $110,000. The residual value for the Machine X is estimated to be $15,000.  The expected useful life of the machine is 15 years.

At the date of purchase, costs incurred including GST were:

Insurance
$1 540
Freight charges
$   660
Repair of damage whilst in transit
$   462
Further costs incurred during installation and testing totalled $2508.00 including GST.  These costs are not of a recurring nature.

Depreciation on the machine is to be 10% using the reducing-balance method.

On 30 December 2003 the company decided to trade in the machine for $82 500 including GST on an upgraded machine with a total capital cost of $137 500 including GST. The balance owing was paid by cheque number 102374.

	Asset Register Card



	Description
Estimated Residual

	Asset ID
Depreciation method

	Location
Depreciation rate

	Supplier
Estimate useful life

	date


	details


	original

capital 

cost

$


	additional

capital

costs

$


	total

capital

cost

$
	depreciation


	written-

down

value

$

	
	
	
	
	
	annual

$
	accumulated

$
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


	Repairs and Maintenance

	date
	service provider
	details of work provided
	cost

$

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	Disposal Details

	date
	details of disposal
	cost

$

	
	
	


Company General Journal

	date
	particulars
	folio
	debit

$
	credit

$

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Cash Payments Journal (extract)
	date
	particulars
	folio
	chq

no.
	ITC

adj.

$
	disc.

rec’d

$


	creditors

$
	purchases

$
	ITC

$
	wages

$
	sundries

$


	bank

$



	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	


General Ledger - machinery
	date
	particulars
	jnl ref.
	debit

$
	credit

$
	balance

$

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Depreciation of machinery
	date
	particulars
	jnl ref.
	debit

$
	credit

$
	balance

$

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Accumulated Depreciation - machinery
	date
	particulars
	jnl ref.
	debit

$
	credit

$
	balance

$

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Disposal of machinery
	date
	particulars
	jnl ref.
	debit

$
	credit

$
	balance

$

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Profit or Loss on disposal of machinery
	date
	particulars
	jnl ref.
	debit

$
	credit

$
	balance

$

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


SECTION F

Third Party Verification

The preferred approach in gaining third party validation is to take the forms in this section to the candidate’s previous employers or referees to gain confirmation of the candidate’s skills against the required competencies. This would be done during a conversation or interview with these people. 

It may be beneficial to make contact with the employers/referees early in the recognition process to make appointments, particularly if you have to travel some distance to visit them. This may be done on the same day as a practical assessment in the workplace if appropriate.
Note that verification must be obtained from two referees who can confirm the candidate’s industry skills in context over time.
REFEREE TESTIMONIAL

(Date)

To whom it may concern,

RE: 






skills in/as 






(insert candidate name) 





(insert industry/job title) 

I certify that the above named person has:

worked at 






 for a period of 
 years

regularly undertaken the following activities within the workplace since commencing employment with this organisation: 

( Initial those skills/ competencies (below) that the candidate has or can successfully perform in the workplace

· works within principles of professional practice and applies industry guidelines, procedures and legislation 

· implements practices relevant to bookkeeping
· uses and maintains technology appropriately to manage information and complete work as planned

· communicates effectively in the workplace keeping sensitivity and respect for others in mind

· applies OHS policies and procedures to work practices to comply with legislation

· develops and implements policies and practices relevant to bookkeeping

· establishes and maintains a cash accounting system

· establishes and maintains an accrual accounting system

· carries out business activity and instalment activity statement tasks

· establishes and maintains payroll systems
· makes decisions within a legal context, identifies compliance requirements and develops procedures to ensure compliance.

· sets up and operates a computerised accounting system to:

· process transactions to meet business tax requirements 

· process payroll

· maintain asset and inventory records 

· prepare reports and statements as requested 

· produce job costing information 

· prepare operational budgets 
If you would like any further information or would like to discuss any of the above, I can be contacted on 




Yours sincerely

Signature

Print Name and Position

SECTION G

Assessment Tables

You use these tables as a reference tool to see at a glance which units/elements of competency are within the qualification. 

Question numbers refer to those found in SECTION C of this kit.

Practical assessment/scenarios numbers refer to SECTION D of this kit.

It is important to note that this section is used for validation purposes only. Any mapping should be done after questions and tasks have been selected.

	Elements
	Performance Criteria
	Questions
	Practical Assessment

	FNSICIND401B Apply principles of professional practice to work in the financial services industry 

	1. Identify the scope, sectors and responsibilities of the industry
	1.1
External forces impacting on the financial services industry are identified and considered in carrying out activities
1.2
The main sectors of the financial services industry and the inter-relationship between sectors are identified and considered in carrying out activities
1.3
The roles and responsibilities of the participants in the financial services industry are identified and considered in carrying out activities
	1, 3

1, 3

3
	All

	2. Identify and apply financial services industry guidelines, procedures and legislation
	2.1
Information on relevant legislation, regulations and codes practice is collected and analysed and the application to the role in the workplace determined
2.2
Work practice is clarified and refined in light of relevant legislation, regulations and codes of practice
2.3
Relevant codes of practice are used to guide an ethical approach to workplace practice and decisions
	2, 3

2, 3

2, 3
	All

	3. Manage information
	3.1
Relevant documents and reports are read, understood and any implications discussed with relevant persons.

3.2
Documents, reports, data and numerical calculations are analysed, checked and organised to meet the customer’s and/or the organisation’s requirements.

3.3
Information is presented in a format appropriate for the audience.
	3

3
3
	All

	4. Plan work  to be completed taking into consideration time, resources and other constraints
	4.1
Tasks to be done and relevant conditions are determined

4.2
Work is planned either working alone or with others

4.3
Work is planned for a given period managing resources, time and priorities

4.4
Contributions are made to organisation’s planning process

4.5
Changes in technology and work organisation are adapted to
	3

3

3

3

3
	All

	5. Develop and maintain personal competency
	5.1
Professional development needs and goals are identified and reviewed on a regular basis

5.2
Competency, authorisation and licensing requirements are clarified

5.3
Professional development opportunities that reflect needs and goals are sought and completed in an agreed upon timeframe
	4

4

4
	

	FNSICGEN301B Communicate in the workplace 

	1. Use a range of techniques to gain workplace information 
	1.1
Instructions are followed and, where necessary, questions are asked to clarify what is required

1.2
Information is accessed from record systems and used according to instructions

1.3
Organisational procedures and policies related to workplace information are understood and implemented appropriately

1.4
Information is acquired and used appropriately for its purpose

1.5
Information is received orally using effective telephone techniques where necessary

1.6
Clarification is sought from appropriate personnel, as required
	5, 6

5, 6

5, 6

5, 6

5, 6

5, 6
	All

	2. Communicate information to others using a range of techniques
	2.1
Clear speech and language appropriate to the audience are used when communicating information 

2.2
Information is accurately conveyed

2.3
Understanding information is confirmed

2.4
Contributions are made to team discussions and informal meetings

2.5
Routine correspondence is prepared following industry and organisation standards

2.6
Numbers are used to carry out calculations as required 
	5, 6

5, 6

5, 6

5, 6

5, 6

5, 6
	All

	3. Interact with others to achieve workplace outcomes 
	3.1
Effective verbal and non-verbal communication techniques are used to convey messages and information 

3.2
Communication with people from diverse backgrounds is based on respect and sensitivity

3.3
Own role in achieving workplace outcome is defined

3.4
Cooperation and negotiation skills are used to fulfil workplace requirements and solve problems

3.5
Constructive contributions are made to group decision making processes
	5, 6

5, 6

5, 6

5, 6

5, 6
	All

	4. Record workplace information as required
	4.1
Workplace forms and documents are completed, either manually or electronically, in a clear, concise and easy to read format

4.2
Workplace records are kept up to date
	6

6
	All

	FNSICGEN302B Use technology in the workplace 

	1. Clarify the function that the equipment fulfils
	1.1
Computing equipment, associated devices and other equipment used in the workplace are identified

1.2
Functions of the computer equipment, associated devices and other equipment and the outcomes they are used to achieve are determined
	7, 8

7, 8
	All, Task 1A,1B,1C,1D

	2. Access and enter information from/into the computer
	2.1
Organisational procedures for accessing computer based equipment are followed

2.2
The computer system is navigated to find the required program/file

2.3
Appropriate software, including custom built software, is selected

2.4
The program/file is opened and the required data is identified

2.5
Data is entered, changed or removed as needed

2.6
Files are checked for accuracy

2.7
Internet/intranet searching and sending and receiving of emails is undertaken and relevant information or files are saved as required
	8, 10

8, 10

8, 10

8, 10

8, 10

8, 10

8, 10
	All, Task 1A,1B,1C,1D

	3. Save files/data and produce computer reports as required 
	3.1
Files/data are saved following standard procedures prior to exiting the computer equipment

3.2
Reports and documents are produced

3.3
Data and documents are appropriately stored as required

3.4
Procedures for shutting down computers are followed

3.5
Equipment and data is secured as required  by the organisation’s policies and procedures and /or as required by legislation or regulations and codes of conduct
	8, 10

8, 10

8, 10

8, 10

8, 10
	All, Task 1A,1B,1C,1D

	4. Use manuals and online help to solve computing problems
	4.1
Manuals, training notes, or company documentation are used to solve problems

4.2
Online help is accessed to solve problems
	7

7
	

	5. Undertake routine maintenance of computers and associated devices
	5.1
Routine maintenance tasks are carried out according to manufacturer’s instructions

5.2
Technical assistance is sought as necessary
	9

9
	

	6. Use and maintain other workplace equipment
	6.1
Other equipment is used to achieve workplace outcomes as required

6.2
Routine maintenance is carried out or organised in line with manufacturer’s instructions

6.3
Consumables for office equipment are used and replaced as required
	9

9

9
	Task 1A,1B,1C,1D

	FNSICGEN304B Apply health and safety practices in the workplace 

	1. Follow workplace safety procedures
	1.1
Health and safety procedures are applied at all times when carrying out daily work routines in the workplace

1.2
Safe practices for working with computers and other screen based equipment are followed at all times

1.3
Work is conducted within ergonomic guidelines

1.4
Hazard warnings and safety signs are recognised and observed 

1.5
All hazardous materials and equipment are handled in accordance with manufacturer’s guidelines and specified safe handling guidelines

1.6
Safe manual handling techniques and safe equipment operation techniques are employed at all times

1.7
Work areas are kept clean and free from obstacles
	11, 12, 13, 15

11, 12, 13, 15

11, 12, 13, 15

11, 12, 13, 15

11, 12, 13, 15

11, 12, 13, 15

11, 12, 13, 15
	All, Generic – observable in the workplace

	2. Contribute to occupational health and safety at work
	2.1
OH&S issues are raised with designated personnel in accordance with workplace procedures, codes of practice and relevant legislation

2.2
Contributions are made to health and safety management in the workplace in accordance with organisational policies and procedures and within the scope of the employee’s responsibility and competencies
	11, 12, 14, 15

11, 12, 14, 15
	

	3. Identify and follow workplace procedures for hazard control and other emergency situations
	3.1
Hazards in the work area are recognised and reported to appropriate people following workplace procedures

3.2
Workplace procedures and instructions for assessing and controlling risks are followed accurately

3.3
Workplace procedures for dealing with incidents/accidents, fire and emergencies are followed whenever necessary

3.4
Emergency exits are known and kept clear at all times

3.5
Workplace emergency first aid procedures are followed
	11, 12, 14, 15

11, 12, 14, 15

11, 12, 14, 15

11, 12, 14, 15

11, 12, 14, 15
	All, Generic – observable in the workplace

	BSBFIA302A Process payroll

	1. Record payroll data
	1.1
Check payroll data and clarify discrepancies with designated persons 

1.2 
Enter employee pay period details and any deductions and allowances in payroll system in accordance with source documents
1.3
Calculate payment due to individual employees to reflect standard pay and variations in accordance with employee source data
	16, 17, 18

16, 17, 18

16, 17, 18
	Task 1A
Task 1A
Task 1A

	2. Prepare payroll
	2.1
Prepare payroll within designated time lines in accordance with organisational policy and procedures
2.2
Reconcile total wages for pay period, check or correct irregularities or refer to designated persons for resolution
2.3
Make arrangements for payment in accordance with organisational and individual requirements
2.4
Obtain authorisation of payroll and individual pay advice in accordance with organisational requirements
2.5
Produce, check and store payroll records in accordance with organisational policy and security procedures
2.6
Follow security procedures for processing payroll and for maintaining payroll records
	16, 17, 18

16, 17, 18
16, 17, 18

16, 17, 18

16, 17, 18

16, 17, 18
	Task 1A
Task 1A
Task 1A
Task 1A
Task 1A
Task 1A

	3. Handle payroll enquiries
	3.1
Respond to payroll enquiries in accordance with organisational and legislative requirements

3.2
Provide information in accordance with organisational and legislative requirements

3.3
Ensure all enquiries outside area of responsibility and knowledge are referred to designated persons for resolution

3.4
Complete additional information or follow-up action within designated time lines in accordance with organisational policy and procedures
	16, 17, 18

16, 17, 18

16, 17, 18

16, 17, 18
	Task 1A
Task 1A
Task 1A
Task 1A

	BSBFIA401A Prepare financial reports 

	1. Maintain asset register
	1.1
Prepare a register of property, plant and equipment from fixed asset transactions in accordance with organisational policy and procedures

1.2
Determine method of calculating depreciation in accordance with organisational requirements

1.3
Maintain asset register and associated depreciation schedule in accordance with organisational policy and procedures and accounting requirements 
	19, 20

19, 20

19, 20
	Task 3

	2. Record general journal entries for balance day adjustments
	2.1
Record depreciation of non-current assets and disposal of fixed assets in accordance with organisational policy, procedures and accounting requirements
2.2
Adjust expense accounts and revenue accounts for prepayments and accruals
2.3
Record bad and doubtful debts in accordance with organisational policy and procedures and accounting requirements 

2.4
Adjust ledger accounts for inventories, if required, and transfer to final accounts 
	19, 20

19, 20

19, 20

19, 20
	

	3. Prepare final general ledger accounts
	3.1
Enter general journal entries for balance day adjustments in general ledger system in accordance with organisational  policy, procedures and accounting requirements 

3.2
Post revenue and expense account balances to final general ledger accounts system 

3.3
Prepare final general ledger accounts to reflect gross and net profits for reporting period 
	20

20

20
	Task 2

	4. Prepare end-of-year financial reports
	4.1
Prepare revenue statement in accordance with organisational requirements to reflect operating profit for reporting period

4.2
Prepare balance sheet to reflect financial position of business at end of reporting period

4.3
Identify and correct, or refer errors for resolution in accordance with organisational policy and procedures 
	20

20

21
	Task 2

	FNSACCT401B Process business tax requirements

	1. Maintain accounting records for taxation purposes
	1.1
The accounting system for taxation is determined

1.2
Adequate records to support the taxation accounting system are maintained

1.3
Specific taxation requirements of business documents are complied with
	22, 23

22, 23

22, 23
	Task 1B

	2. Establish and maintain a process for managing business tax returns
	2.1
An accounting system is established to manage taxation lodgement process

2.2
Sufficient and current records are maintained to comply with lodgement requirements

2.3
Lodgement schedule requirements are established
	22, 23

22, 23

22, 23
	Task 1B

	3. Process business tax returns and lodgement
	3.1
Required returns and lodgements are identified 

3.2
Accounting data is processed to comply with taxation reporting requirements 

3.3
Returns and lodgements are drafted for review by authorised personnel
	22, 23

22, 23

22, 23
	Task 1B

	FNSACCT402B Produce job costing information 

	1. Gather and record operating and cost data
	1.1
Data is extracted from established systems 

1.2
Data is systematically coded, classified and checked for accuracy and reliability in accordance with organisational policy and procedures
	24, 25

24, 25
	Task 1C

	2. Produce cost reports
	2.1
Costs are assigned to specified products and services

2.2
Data is reconciled to ensure calculations are accurate and comply with organisational procedures

2.3
Cost information advice is sought from all sections of the organisation when formulating budgets

2.4
Structure and format of budgets and reports are clear and conform to management information requirements

2.5
Variances against budget are identified

2.6
Reports are error free, comprehensive and comply with management requirements and organisational practices
	24, 25

24, 25

24, 25

24, 25

24, 25

24, 25
	Task 1C

	FNSACCT403B Prepare operational budgets 

	1. Prepare budget
	1.1
Cash, expenditure and revenue items are clearly defined and relevant to identified objectives of the budget

1.2
Budget objectives are clear and consistent with organisational aims and projects and within forecasts

1.3
Discussions and negotiations with stakeholders are conducted in a manner that promotes goodwill and ongoing cooperation

1.4
Milestones and performance indicators are identified and included in budgets

1.5
Annual budgets are broken down into seasonal periods in accordance with operating trends 
	26, 27, 28, 29

26, 27, 28, 29

26, 27, 28, 29

26, 27, 28, 29

26, 27, 28, 29
	Task 1D

	2. Document budget
	2.1
Data is presented in a format that is easily understood and appropriate to budget reporting

2.2
Reports are completed within timelines and distributed for specified periods and projects
	26, 27, 28, 29

26, 27, 28, 29
	Task 1D

	FNSACCT404B Make decisions in a legal context

	1. Identify the main roles and responsibilities of the key bodies in the legal system
	1.1
The functions of the courts and other regulatory bodies are identified 

1.2
Implications of relevant legislation are identified and applied in regard to making decisions

1.3
Implications of common law, including negligence and contract, employment law and business structures, are identified and applied in regard to making decisions 
	30

30

30
	

	2. Identify compliance requirements
	2.1
Requirements are interpreted accurately and within prescribed time limits

2.2
Requirements are reviewed in a comprehensive manner

2.3
Sources are constantly reviewed to remain informed of changes and amendments to statutes and finance industry requirements  
	31

31

31
	

	3. Develop procedures to ensure compliance
	3.1
Procedures are developed in consultation with others to address all the requirements to be met for compliance

3.2
Compliance requirements are monitored to ensure that they are adhered to by the organisation

3.3
Timetables to meet compliance requirements are established to align with statutory deadlines
	31

31

31
	

	FNSACCT405B Prepare financial statements 

	1. Compile data
	1.1
Data is systematically coded, classified and checked for accuracy and reliability in accordance with organisational policies and procedures

1.2
Internal and external financial data is checked to ensure consistency and accuracy 
	33, 34

33, 34
	Task 2

	2. Prepare reports
	2.1
Charts, diagrams and supporting data are presented in an appropriate manner

2.2
Reports are prepared following a clear and appropriate structure and format and conform to organisation requirements 

2.3
Statements and data are error free and comprehensive
2.4
Report is cross checked against original data and accounting standards

2.5
Any necessary corrections are made

2.6
Corrections are verified and authorised by relevant persons
	32, 33, 34

32, 33, 34

32, 33, 34
32, 33, 34
32, 33, 34
32, 33, 34
	Task 2

	FNSACCT406B  Maintain asset and inventory records

	1. Comply with organisational asset acquisition procedures
	1.1
Approval and authorisation for purchase of assets is obtained 

1.2
Quotes are obtained and other organisational purchase procedures are followed

1.3
All asset purchases documentation and invoices are reconciled

1.4
Assets received are checked for compliance with the quantity and quality as per documentation  
	35

35

35

35
	Task 3

	2. Reconcile asset register and inventory records to general ledgers
	2.1
All asset expenditures are reconciled in accordance with organisation’s policies, procedures and practices to the accounting records.

2.2
Discrepancies are identified and actioned according to organisation’s policies, procedures and practices
	35, 38

35, 38
	Task 3

	3. Record inventory flows
	3.1
Purchase of inventory is recorded in subsidiary ledger
3.2
Asset register is established and maintained
3.3
Periodic and perpetual records are maintained

3.4
Inventory flow assumptions are applied as appropriate

3.5
Inventory is valued using appropriate valuation rules
	35, 38

35, 38

35, 38

35, 38
35, 38
	Task 3

	4. Recognise new assets and asset categories
	4.1
New asset categories are identified where appropriate

4.2
Proforma for input of asset details is prepared and processed accurately and in a timely fashion
	35

35
	Task 3

	5. Prepare schedules and ad hoc reports
	5.1
Spreadsheets/ad hoc reports are prepared as requested
	35, 36, 39
	Task 3

	6.. Record disposal of fixed assets
	6.1
Assets are disposed of in accordance with organisational procedures, relevant legislative requirements and under supervision of appropriate persons
6.2
Disposal price data is obtained and entered into accounting records

6.3
Accounting procedures are followed for the removal of assets from ledger and asset register
	37

37

37
	Task 3

	FNSACCT407B  Set up and operate a computerised accounting system 

	1. Implement an integrated accounting system
	1.1
The general ledger and chart of accounts are implemented in accordance with organisational requirements

1.2
Customers, suppliers and inventory items are set up in accordance with organisational requirements

1.3
A system is set up to meet the reporting requirements of Goods and Services Tax ( GST)

1.4
Appropriate technical help is used to solve any operational problems 
	40

40

40

40
	

	2. Process transactions within the system
	2.1
Input data is collated, coded and classified  before processing

2.2
A wide range of cash and credit transactions are processed in both a service and trading environment

2.3
The general journal is used to make any balance day adjustments for prepayments and accruals

2.4
The system outputs is reviewed to verify the accuracy of data input

2.5
Adjustments are made for any detected processing errors

2.6
An end of financial year rollover is performed
	42

42

42

42

42

42
	Task 1

	3. Maintain the system
	3.1
Any new general ledger accounts, customer, supplier, inventory and fixed asset records are added as required 

3.2
Any existing chart of accounts, customer, supplier, inventory and fixed asset records are maintained and updated

3.3
The chart of accounts is customised to meet the reporting requirements of the organisation
	41

41

41
	Task 1

	4. Produce reports
	4.1
Reports to indicate the financial performance and financial position of the organisation are generated

4.2
Reports to meet the GST reporting requirements of the organisation are generated

4.3
Reports to ensure that subsidiary ledgers/accounts reconcile with the general ledger are generated

4.4
Reports, which ensure that the bank account reconciles with the bank statement, over at least two reporting periods are generated
	19, 20, 21

19, 20, 21
19, 20, 21

19, 20, 21
	Task 1

	5. Ensure system integrity
	5.1
Regular back-ups of the system are made to ensure against loss or corruption of data

5.2
Data back-ups are restored in the event of loss or corruption of data

5.3
A secure record of all processed transactions is maintained for audit purposes  
	43

43

43
	

	FNSBKPG401A Develop and implement policies and practices relevant to bookkeeping activities

	1. Develop a professional working relationship with relevant parties
	1.1
Business needs and expectations are clarified through clear communication with relevant parties

1.2
Roles and responsibilities of the bookkeeper are defined with the business owner

1.3
Activities that fall outside the role and responsibilities of the bookkeeper are identified and networks of individuals able to carry out activities are identified

1.4
Where applicable, business owner is referred to relevant networks for advice and/or services

1.5
Feedback is sought on service provided and, where applicable, is acted upon

1.6
True and fair ethics are identified and used in all dealings

1.7
A strategy for continuing professional development is set in place and implemented to ensure ongoing professional practices
	44
44

44

44

44

45,46

45,46
	Task 4

	2. Carry out research to identify compliance requirements and support materials
	2.1
Research is conducted into legislative, statutory, regulatory and industry requirements for carrying out bookkeeping activities

2.2
Research is conducted to identify and access relevant publications and software tools designed to assist in carrying out bookkeeping activities
	46
46
	Task 4

	3. Set up and maintain appropriate systems to meet compliance requirements
	3.1
Systems are developed to support audience needs providing instructions and guidelines for carrying out relevant daily activities in accordance with compliance requirements

3.2
Systems are reviewed and adapted as necessary on a regular basis
	45
45
	Task 4

	FNSBKPG402A Establish and maintain a cash accounting system

	1. Identify relevant information
	1.1
Business owner/manager is consulted to establish what business activities are undertaken, the nature of the entity and the industry type
1.2
Existing material is identified and examined for relevance in creating and/or modifying the chart of accounts

1.3
Business operations are examined in conjunction with the tax agent and business owner to identify whether cash or accrual accounting is applicable, the accounting software required and to determine other relevant requirements
	47,50
47,50

47,50
	Task 5

	2. Establish a chart of accounts
	2.1
Chart of accounts is established
2.2
Opening balances for assets, liabilities, equity, income, cost of sales and expenses are established

2.3
Chart of accounts and balances are validated and authorised by relevant persons
	47
47

47
	Task 5

	3. Analyse and verify source documents
	3.1
Invoices and other source documents are verified for accuracy and compliance with taxation requirements
3.2
Discrepancies between monies owed and monies paid are identified and investigated according to organisational policies and procedures
	48
48
	Task 6

	4. Process receipts and payments
	4.1
Payments are made and money is received and banked
4.2
Receipts and payments are coded and recorded in bookkeeping system on a cash basis

4.3
Receipts and payments are filed

4.4
Cash register is balanced against purchases and takings are processed in internal bookkeeping system
	48
48

48

48
	Task 6

	5. Set up and maintain a petty cash system
	5.1
An expenditure/authorisation record is prepared
5.2
Expenditure is encoded, recorded and filed

5.3
Expenditure is reconciled and reimbursed
	47
47

47
	Task 6

	6. Process and reconcile credit cards
	6.1
Credit card transactions are processed against invoices and other source documents
6.2
Credit card transactions are verified and reconciled against credit card statements
6.3
Credit card payments are processed in accordance with organisational policies and procedures
	47
47

47
	Task 6

	7. Manage bank reconciliations
	7.1
On receipt of statement, processed transactions are verified against the bank statement in a timely manner
7.2
Bank entries are processed and verified
7.3
Bank statement is reconciled to balance as per bookkeeping system
	48
48

48
	Task 6

	8. Prepare and produce reports
	8.1
Reports are produced in line with the business needs and are validated in a timely manner
8.2
Corrections are made as required
	49
49
	Task 6

	FNSPKG403A Establish and maintain an accrual accounting system

	1. Manage the chart of accounts
	1.1
Chart of accounts is adjusted to incorporate and establish debtors and creditors as new debtors and creditors arise
1.2
Debtors and creditors subsidiary ledgers are established as required
	52
52
	Task 5

	2. Process invoices, adjustment notes and other general ledger transactions
	2.1
Invoices to debtors are raised and invoices to creditors are allocated
2.2
Source documents are coded and processed

2.3
Payments from debtors are received, processed and banked in accordance with organisational policies and procedures

2.4
Payments to creditors are made and processed in accordance with organisational policies and procedures

2.5
Adjustments are raised and allocated to correct invoices

2.6
Credit notes are raised for adjustments to invoices

2.7
Other transactions are entered into the general ledger
	52
52

52

52

52

52

52
	Task 6

	3. Manage contra entries
	3.1
Relevant persons are contacted and liaised with to verify contra deals
3.2
Reporting procedures and documentation for contra entries are completed in accordance with organisational policies and procedures

3.3
Contra entries are processed to update debtors, creditors and general ledgers
	52
52

52
	Task 6

	4. Identify and process bad debts
	4.1
Bad debt status is verified through liaison with relevant persons and following attempts to work with debtors to clear debts
4.2
Reporting procedures and appropriate documentation are completed in accordance with organisational policies and procedures

4.3
Bad debts are processed to update debtors and general ledgers
	52
52

52
	Task 6

	5. Manage debt recovery
	5.1
Activities and communication with debtors are reviewed in conjunction with relevant persons , if applicable, to establish adequacy of follow-up
5.2
Measures to collect monies, including the initiation of legal action and the seeking of expert advice, are undertaken in accordance with organisational policies and procedures
	52
52
	Task 6

	6. Prepare and produce reports and trial balance
	6.1
Reports are produced and transactions in report are validated
6.2
Debtors and creditors are reconciled and relevant reports are produced
6.3
Any necessary corrections are made

6.4
Trial balance is produced

6.5
Reports are presented and explained where necessary to relevant persons
	54,55
54

54

55

55
	Task 6



	FNSBKPG404A Carry out business activity and instalment activity statement tasks

	1. Identify individual compliance and other requirements
	1.1
Statutory, legislative and regulatory requirements relating to Activity Statements are researched and documented
1.2
Organisational and industry requirements relating to Activity Statements are researched, documented and expert advice is sought to clarify issues where applicable

1.3
Requirements for information, advice or services outside the individual's scope of operation are identified

1.4
Additional information, advice or services are accessed, and networks are established and used where necessary

1.5
Lodgement schedule requirements are identified and documented

1.6
Entity's cash flow and payment options are assessed and discussed with management to ensure sufficient funds
	56,57
56

56

56
56

57
	Task 7

	2. Recognise and apply GST implications and code transactions
	2.1
GST fundamentals are identified applied and recorded
2.2
Purchases and/or payments are identified, coded as per GST classifications and split into capital and non capital as appropriate

2.3
Sales and/or receipts are identified and coded as per GST classifications

2.4
Accounting data is processed to comply with tax reporting requirements
	57,58
58

58

58
	Task 7

	3. Report on payroll activities
	3.1
Total salaries, wages and other payments for the accounting period are identified and reconciled
3.2
Amounts withheld from salaries, wages and other payments for the accounting period are identified and reconciled in conjunction with payroll department if applicable
	57
57
	Task 7

	4. Report on other amounts withheld, pay as you go (PAYG) instalments and taxes
	4.1
Amounts withheld from other payments for the accounting period are identified and reconciled in conjunction with other departments if applicable
4.2
PAYG instalment amount is verified or, where applicable, calculated

4.3
Instalment amounts are verified or, where applicable, calculated for other taxes
	57,58
57,58

57,58
	Task 7

	5. Complete and reconcile the Activity Statement
	5.1
Activity Statement reports are generated where required, checked and validated
5.2
Errors are identified and correctional bookkeeping entries are generated

5.3
Adjustments for previous quarters, months or year end are made where necessary

5.4
BAS and/or IAS return is completed in accordance with up to date statutory, legislative, regulatory and organisational schedule

5.5
Figures completed on the BAS/IAS form are reconciled to journal entries, profit and loss statement, GST and other control accounts
	58
58

58

58

58
	Task 7

	6. Lodge Activity Statement
	6.1
Activity Statement is checked and signed off by an appropriate person as identified by statutory, legislative and regulatory requirements
6.2
Activity Statement is despatched in accordance with statutory, legislative and regulatory requirements

6.3
Payment/refund is processed and recorded
	57
57

57
	Task 7

	FNSBKG405A Establish and maintain a payroll system

	1. Record payroll data
	1.1
Payroll system is checked and set up if necessary to ensure that employee data is included
1.2
Payroll data is checked and discrepancies are clarified with designated person/s

1.3
Employee pay period details, deductions and allowances are entered in payroll system in accordance with source data

1.4
Payment due to individual employees is calculated to reflect standard pay and variations in accordance with employee source data
	60
60

60

60
	Task 8

	2. Prepare payroll
	2.1
Payroll is prepared within designated timelines in accordance with organisational policies and procedures
2.2
Employee entitlements are calculated, recorded and reconciled in accordance with legislative requirements

2.3
Total payments for pay period are reconciled, and irregularities are checked and corrected, or referred to designated person/s for resolution

2.4
Arrangements for payment are made in accordance with organisational and individual requirements

2.5
Authorisation of payroll and individual pay advice is obtained in accordance with organisational requirements

2.6
Payroll records are produced, checked and stored in accordance with organisational policy and security procedures

2.7
Security procedures records are followed
	61
60,61

61

61

60

61
	Task 8

	3. Handle payroll enquiries
	3.1
Payroll enquiries are responded to in accordance with organisational and legislative requirements
3.2
Information is provided in accordance with organisational and legislative requirements

3.3
Enquiries outside area of responsibility/knowledge are referred to designated person/s for resolution

3.4
Additional information or follow-up action is completed within designated timelines in accordance with organisational policies and procedures
	62
62

62
	Task 8

	4. Maintain payroll
	4.1
All information and record keeping relating to the payroll function is maintained in accordance with relevant legislation and regulations
4.2
Month-end and year-end checklists are produced and reconciled to ensure compliance with relevant legislative and management deadlines

4.3
Records and systems are updated in line with salary reviews and other changes in employment status

4.4
Back up and disaster recovery systems are put in place

4.5
Payroll reports are generated and distributed in line with organisational policy

4.6
Business Activity Statement data is extracted and applied in accordance with relevant legislation and regulations
	61
61

61

61

61

61
	Task 8
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gap training (only IF REQUIRED)








APPLICATION








Practical Assessment








COMPETENCY CONVERSATION








INTERVIEW and DOCUMENT REVIEW 








issue QUALIFICATION- RTO














Step 1:


Analyse the application.


Identify links between any documents applicant provides and competency units.


Identify any key questions for competency conversation.





Step 5:


Identify any practical activities required to confirm competency


Observe practical activity








Step 7:


Identify areas where 3rd party verification is needed and inform candidate. 


Confirm / Verify 3rd party reports





Step 3:


Conduct competency conversation








Step 2:


Record results of analysis in table at end of application








Step 4:


Complete the Record of Conversation sheets during the competency conversation








Step 6:


Complete Practical Assessment Tasks Observation Sheets








Step 8:


Receive completed Third party reports








* Remember RPL assessment is an accumulative process of collecting evidence.








Complete assessment sign off & file documentation.


Issue qualification / advise of gap training as appropriate








Assessment Activity





Record keeping Activity






























