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Project 

FNSACC311 

Process financial transactions and extract 
interim reports.                                     

ASSESSOR GUIDE 

 



 

Introduction 

This assessment assumes a simulated workplace – Ace Finance. Required workplace documents have been 
provided in hyperlinks under 'File Attached'. The assessment involves knowledge obtained in the learning 
platform, understanding workplace documents that have been provided, and additional research to be 
completed.  

In this simulated workplace, you will assume the role of a graduate accountant. Andrew will be your manager 
and will provide you with the direction of the tasks in the form of an email.  

As per Andrew's instruction, you are required to engage with fictitious clients of Ace Finance. For this 
assessment, the client is Joelle from the company Isla & Co.  

 

Assessment Instructions 

This assessment is divided into: 

• Thirteen (13) knowledge-based questions (Task 1)  

• Five (5) case study tasks (Task 2 – Task 6) 

Each task will provide instructions on where you are to provide your answer. These will include: 

- The templates that have been provided. The templates are hyperlinked under each task email as "File 
Attached". Alternatively, these templates can also be located in the learning platform under the module 
3 Assessment 1 tab.  

- Excel Assessment Workbook. The excel spreadsheet workbook is also provided in the “File Attached” 
hyperlinked documents. Further instructions have been provided in the workbook.  

- Xero. The link to Isla & Co's data file is on your online platform under the module 3 Assessment 1 tab.  

 

You are required to navigate to this link for the company file related to the task.  

In this assessment, you will be required to submit a voice recording of yourself. This can be recorded on a 
device such as a phone and uploaded into the platform as part of your submission. Alternatively, this can be 
recorded straight into the platform. Voicemails simulate an interaction with yourself and the client, Joelle.  

 

Resources required for assessment 

To complete the assessments students, need to have access to:  

• A computer with Internet and email access and a working web browser  

• Computer Software:   
o MS Word  
o MS Excel 
o Adobe Acrobat Reader  
o Xero Accounting Software 

• A video recording device (e.g., mobile phone, webcam, video camera, etc.)  

 



 

Submission requirements 

To be eligible to be deemed competent in this assessment, you are required to submit the following 
documents. Do so by saving these to your computer and submit and upload your documents onto the LMS once 
you believe you have successfully completed all required tasks. 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

  

Task 1 Requires:  

☐ Assessment 1 Task 1 - Knowledge-Based Questions 

☐ Assessment 1 Task 1 – Email Template 

Task 2 Requires: 

☐ Assessment 1 Task 2 – Ace Finance Client Document Checklist.                           
This document needs to be updated each time you receive information or 
documents from Isla & Co. 

Task 3 Requires:  

☐ Xero- Trial Balance (Isla & Co)  

Task 4 Requires: 

☐ Voice Recording  

Task 5 Requires:  

☐ Assessment 1 Task 5 - Petty Cash Vouchers 

☐ Xero – Petty Cash Reconciliation Report (Isla&Co) 

Task 6 Requires: 

☐ Assessment 1 Task 6 - Assessment Workbook 

☐ Xero- Cash Drawer Reconciliation Report (Isla&Co) 

Save all documents on your computer with the naming convention:  
 
FNSACC311_M3_Assessment 1_Task Number_Student name  
 
When you have completed your assessment, upload it into the platform where you 
downloaded this assessment from.  
 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Assessment Information 

Submission 

You are entitled to three (3) attempts to complete this assessment satisfactorily. Incomplete 
assessments will not be marked and will count as one of your three attempts.  

All questions must be responded to correctly to be assessed as satisfactory for this 
assessment. 

Answers must be typed into the space provided and submitted electronically via the LMS. 
Hand-written assessments will not be accepted unless previously arranged with your assessor. 

Reasonable adjustment  

Students may request a reasonable adjustment for assessment tasks.   

Reasonable adjustment usually involves varying:  

- the processes for conducting the assessment (e.g. allowing additional time)  

- the evidence gathering techniques (e.g. oral rather than written questioning, use of 
a scribe, modifications to equipment)  

However, the evidence collected must allow the student to demonstrate all requirements of 
the unit.  

Refer to the Student Handbook or contact your Trainer for further information. 

 

 

 Please consider the environment before printing this assessment. 
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Isla & Co.      

FILE ATTACHED-Assessment 1 Task 1 - Knowledge-Based Questions 
FILE ATTACHED-Assessment 1 Task 1 – Email Template 

FILE ATTACHED-Assessment 1 Task 1 - Isla & Co Procedure Manual  
 
Hi there,  

 
I seek your assistance with a project to process financial transactions and extract interim reports for a new client 
Joelle from Isla & Co.  
 
Background 
 
Joelle owns a retail clothing store which she opened in 2018. She currently has one store located in Geebung QLD but 
plans to open three more stores over the next 12 months and would like us to take over her accounting and 
bookkeeping.  
 
Before we can begin, I need you to do the following two (2) tasks: 

1. Complete the research task attached to this email. 
2. Email Joelle introducing yourself and requesting that she completes our New Client Information Form.  

 
I have attached Isla & Co's procedure manual also. While completing the above task, review this document and check 
that they align with legislative, regulatory, and industry requirements.  
 
 
 
 
  
 
 
 

 

 
Warm regards,  
 Andrew | Manager 
 andrew@ace.finance 

https://uponline.education/pluginfile.php/2841/mod_assign/introattachment/0/Isla%20%20Co%20Procedures%20Manual.pdf?forcedownload=1
https://uponline.education/pluginfile.php/2841/mod_assign/introattachment/0/FNSACC311_Assessment%201_Task%201..docx?forcedownload=1
https://uponline.education/pluginfile.php/2841/mod_assign/introattachment/0/FNSACC311_Assessment%201_Task%201...docx?forcedownload=1
mailto:andrew@ace.finance


 

 

 

 

 

Task 1 – MARKING GUIDE  

1. Students must download the knowledge-based assessment template provided in Task 1 under the 
"file attached" hyperlink and answer 13 knowledge-based questions. Benchmark answers have been 
provided below. 

This assessment task is divided into 13 knowledge-based questions. Read each question carefully before typing your 
response into the spaces provided.   

Question1:  

Complete the following table describing:  

a. The key principle of each accounting term.  

b. The key practice that applies to each principle identified.  

c. In your own words, explain how each practice is applied when processing financial transactions and interim 
reports (maximum 40 words). 

Assessor Marking Guide  

Students' responses may vary but must demonstrate their knowledge of the following:  

Double-entry accounting system 
Key principle Key practice  How it is applied in processing 

financial transactions and 
interim reports  

Every business transaction 
affects at least two (2) 
different accounts.  
 

There is always one (1) credit 
entry and one (1) debit entry for 
every transaction. 
 
 

The business's transactions 
are recorded by posting debit 
records and credit records for 
every transaction to the 
business's financial accounts.  

Accrual accounting system 
Key principle  Key practice How it is applied in processing 

financial transactions and 
interim reports  

Accounting transactions are 
recorded in the period in which 
they occur rather than in the 
period the cash flow relating to 
them occurs. 

Revenue is recognised when 
invoiced.  
Expenses are recognised when 
paid.  
 

Students must demonstrate 
their knowledge and 
understanding of the timing 
differences which occur when 
recognising revenue and 
expenses in an accrual 
accounting system. 
 

 

 

Question 2: In the space provided for you below: 

Identify two (2) standard banking procedures and two (2) standard guidelines recognised by the financial services 
industry.  

Assessor Marking Guide  



 

Students' responses may vary but must demonstrate their knowledge of the following:  

Standard banking procedures Student response must include knowledge of the following:  
The Code of Banking Practice  
 Account suitability 
 Terms and conditions 
 Direct debits and chargebacks 
 Privacy and confidentiality 
 Joint debtors 
 Guarantees 
 Provision of credit 
 Financial difficulty and debt collection 
 Dispute resolution 

 
Customer Owned Banking Code of Practice 
 Advertising 
 Interest rates, fees, and charges 
 Terms and conditions 
 Responsible lending 
 Reverse mortgages 
 Guarantees 
 Copies of documents 
 Direct debits and chargebacks 
 Privacy 
 Financial difficulty 
 Debt collection 
 Dispute resolution 

 
Standard guidelines Australian Banker's Association Sanctions Guidelines  

Protecting vulnerable customers from potential financial abuse 
Promoting understanding about bank's financial hardship programs 
 

 

Question 3:  

Identify one (1) proof of lodgement that meets standard industry banking procedures and guidelines for each deposit 
method listed below.  

Assessor Marking Guide  

Student's responses will vary and are not limited to the following examples; however, the student must identify one (1) form 
of proof of lodgement for each of the following deposit methods in relation to standard industry banking procedures and 
guidelines. 

 

Online deposit  
 

Example benchmark answers: 
- Transaction list 
- Email verification of the transaction  
- SMS verification of the transaction 
- Payment details confirmation 
- Payment register reports. 

 
Over the counter deposit  
 

Example benchmark answers: 
- Bank stamped deposit facility  
- Tearaway part of a deposit slip  
- Night safe. 

 
 

 



 

 

 

Question 4:  

Identify two (2) industry-accepted security and safety precautions in line with the standard industry banking procedures 
and guidelines appropriate to each of the following banking methods.  

Assessor Marking Guide  

Student's responses will vary and are not limited to the following examples; however, the student must demonstrate their 
knowledge of two (2) industry-accepted security and safety precautions appropriate to the following banking methods. 

Banking Method Security Precautions  Safety Precautions  
Internet banking Example answers: 

1. Install or update firewall, anti-
virus, and anti-spyware software. 

2. Always log out after each session 
and clear your browsing history. 

3. Choose a unique, secure password 
with a combination of letters and 
numbers that no one could guess. 

4. Never show or tell anyone your PIN 
or password and destroy any 
paper records of these carefully. 

5. Avoid keeping records of your 
internet banking login name and 
password together.  

6. Change your password regularly 
and do not use the same password 
for other services. 

7. Check that the web address is 
correct and the site is not fake. 

8. Make sure the site is secure—look 
for a web address beginning with 
'HTTPS and a closed padlock 
symbol.  

9. Regularly check your banking 
statements check for any 
suspicious activity.  

10. Never transfer money through 
your account for people you do not 
know.  

11. Never give out your personal, 
credit card, or online account 
details over the phone unless you 
made the phone call and got the 
number from a trusted source or 
through an email or while chatting 
online. 

12. Never respond to emails or phone 
calls from someone claiming to be 
your bank and asking for account 
details. Genuine banks or financial 
institutions never do this.  

 

Example answers: 
 
Watch out for phishing emails posing 
as authentic emails from your bank. 
 
Avoid using unsecured wi-fi networks 
when banking online.  
 
Use the organisation's recommended 
network connection. 
 
Keep your computer, smartphone, or 
tablet up-to-date with anti-virus, 
firewall software, and the latest 
patches. 

 



 

Deposit pick-up  Example answer: 
 
Ensure that cash is handed over in a 
secure area with CCTV equipment 
and/or alarms, where available. 
 
Prepare cash deposits ahead of time 
to eliminate the risk of a security 
breach during armoured service pick 
up. 

Example answer: 
 
Handover cash only to uniformed 
personnel with verifiable identification 
cards of the armoured service. 
 
Secure an armoured cover service for 
large amounts of cash. 

 

 

Question 5:  

In the spaces below, answer the following questions about the Privacy Act (200 words maximum). 

Example answer: 

What is the Privacy Act?  
The Privacy Act regulates how personal information is handled. It 
defines personal information as:  

... information or an opinion, whether true or not, and whether 
recorded in a material form or not, about an identified individual or an 
individual who is reasonably identified.  

(Source: Privacy Act) 
How does the Privacy Act 
apply when processing 
financial transactions?  

Students' responses may vary; a sample response is provided for you 
below: 

The Privacy Act applies when processing financial transactions 
because sensitive information is involved. This can include but is not 
limited to creditors names, contact information, and payment details, 
staff's personal details, bank account details, TFN, superannuation 
details.  

Under the Privacy Act, who 
can issue regulations?  

Governor-General 

What is the Notifiable Data 
Breaches (NDB) scheme?  The NDB scheme applies to all agencies and organisations with 

existing personal information security obligations under the Privacy 
Act.   

It introduced the obligation to notify the individual whose personal 
information is involved in a data breach that is likely to result in 
serious harm. This notification must include recommendations about 
the steps individuals should take in response to the breach.  

(Source: Notifiable Data Breaches scheme) 
 

Question 6 and 7 will require you to refer to the downloadable Isa & Co Accounting procedures manual.  

Question 6:  

Identify two (2) points that need to be considered when: 

• preparing invoices  

• processing invoices.  

Organisational policies for 
preparing invoices. 

Example benchmark answer: 
 
A customer account will be set up for each customer an invoice is 
issued for. This account will be used to invoice for all goods 
purchased by this client.  
 
Customer accounts must contain postal and street address, phone 
numbers and contacts name, email address, Australian Business 
Number (ABN) and credit limit.    

https://www.oaic.gov.au/privacy-law/privacy-act/
https://www.oaic.gov.au/privacy-law/privacy-act/notifiable-data-breaches-scheme


 

 
Customers are responsible for keeping account contact information 
current. 
  
Under the Privacy Act 1988, details kept must be accurate and not 
given to any person without the consent of the customer.    
  
Invoices are prepared by the bookkeeper. 
 

Organisational policies and 
processing invoices.  

Example benchmark answer: 
 
All account sales are entered in Xero at the time of sale using Xero's 
customised invoice template by the bookkeeper.  
  
The client details and availability of stock need to be checked prior 
to invoicing.   
  
Invoices are to be checked to ensure that postage/freight and GST is 
correctly applied.  The tax invoice is printed and included with the 
goods before they are dispatched.  
 

 
 

Question 7:  

List Isla & Co's procedures for preparing and processing invoices.  

Assessor Marking Guide  

Students' wording will vary; however, it must reflect the steps outlined for preparing and processing invoices as outlined in 
Isla & Co's policy and procedure manual. 

 

Isla & Co’s policy for preparing and processing invoices.  
 

i. Ensure the client already has a customer account.  

ii. Check the client details are correct, and stock is available. 

iii. Create an invoice using the organisation's system following the required template. 

iv. Ensure that GST and postage are correctly applied, where necessary. 

v. Provide the client with a copy of the invoice. 

vi. Collect payment within the terms of payment outlined in the organisation's policies.  

vii. Once payment is received, encode the payment made into the chart of accounts.  

 
 

 

Question 8:  

Outline Isla & Co's input standards and journal authorisation procedures in the spaces provided for you below.  

Assessor Marking Guide  

The student's wording will vary; however, it must reflect the input standards and journal authorisation procedures outlined 
in Isla & Co's policy and procedure manual. 

Input standards.  
 



 

Example benchmark answer: 
All data must be entered at the date of the actual transaction except for petty cash transactions.  The 
cash drawer must be balanced each day to the cash drawer totals in Xero.  
  
At the end of the month: 

• a trial balance must be printed and checked for errors 
• reconciliation must be completed, and a copy stored with the bank statement 
• an aged payables report is to be generated and reconciled to the control account 
• an aged receivable report is to be generated and reconciled to the control account 
• petty cash must be expensed, recorded and reconciled in Xero, taking into consideration GST. 

 
 
 
Journal authorisation procedures 

• any journal adjustments requested must be submitted in writing to the bookkeeper, who will 
discuss the request with the company accountant 

• the accountant will approve or decline all request 
• the bookkeeper will enter any authorised journal adjustments 
• general journal adjustments are to be dated the last day of the month. 

 
 

 

Question 9:  

List three (3) security procedures you could implement when handling each of the following: 

• Electronic payments  

• Cheques 

• Cash.  

Assessor Marking Guide  

Student's wording will vary; however, they must demonstrate the knowledge of  three (3) security procedures for handling: 

• electronic payments,  

• cheques and  

• cash. 

 

Handling electronic payments 
Security 
procedures  

Example benchmark answer: 
• Ensure that only authorised employees have access to your EFTPOS 

machine and are fully trained on their use. 
• Check the appearance of the card for things like damage or alteration. 
• Ensure the transaction has been PIN entered or signature verified by 

confirming the signature panel of the card. 
• Check the EFTPOS terminal to verify if the payment is successful or not. 
• If the credit card transaction exceeds the businesses limit, request a 

photo id.   
• Use a firewall on your network and PCs to protect cardholder data. 
• Restrict physical access to cardholder data. 
• Do not offer cash refunds for credit card transactions. 

Handling cheques 
Security 
procedures  

Example benchmark answer: 
 
When receiving a cheque:  

• make sure all the necessary fields are complete 



 

• verify the amount in words written on the cheque is the same as the $ 
amount  

• check the date is correct  
• verify the name the cheque is made out to is correct  
• check it has been signed 
• ask the customer to write their details on the back of the cheque. 
• sight ID if the customer is using a personal cheque 

  
When issuing cheques:  

• keep cheque book in a safe place 
• do not leave signed blank cheques in the cheque book 
• ensure no gaps in words or numbers when writing cheques 
• ensure cheques are fully completed – especially the drawer's name and 

the amount 
• limit cheque book availability to authorised employees. 
• reconcile cheques drawn on the account weekly 
• follow up any unpresented cheques promptly 

 

Handling Cash 
Security 
procedures 

 

Example benchmark answer: 
• The cash handler must not leave the register unattended and unsecured.  
• Large cash payments should be discouraged. 
• The register must be emptied at the end of the day and handed off to the 

cash management service used by the organisation or deposited in a 
safe.  

• Suppose a cash refund is required. A signed refund request must be 
processed by the cash handler and the original receipt presented by the 
client. 

 
 

Question 10  

Identify two (2) banking methods and outline (2) safety procedures for each method in the table below. 

Assessor Marking Guide  

Student's responses will vary and are not limited to the following examples; however, the student must demonstrate their 
knowledge of safety procedures for two (2) banking methods appropriate to the following banking methods. 

 

Banking Method Safety Procedures  
Example benchmark answer: 
 
Electronic banking  
 

Example benchmark answer: 
 

• Safety procedures for electronic banking 
transactions  

• The employee must access the 
organisation's electronic banking 
provider's system only through 
authorised computers.  

• Print confirmation of each transaction, 
send to the organisation's email 
connected to the system. File each 
confirmation in the relevant folder.  

• Employees in charge of transactions 
done through the electronic banking 
system must change passwords every 
fortnight.  



 

• One person in the organisation uploads 
the payments to the bank, and another 
person authorises them. 

Example benchmark answer: 
 
By pick-up  
 

Example benchmark answer: 
• Safety procedures for handling cash for 

pick-up 
• The cash drawer must be emptied by the 

employee in the presence of their 
supervisor.  

• The cash must be counted and recorded 
in the Daily Cash Log and the amount 
confirmed by signature by both the 
employee and their supervisor.  

• Upon collection, the cash must be sorted 
by the amount and recorded in the 
deposit slip.  

• The cash must be handed over to the 
pick-up personnel at the specified time/s. 
Their signature must be collected for 
confirmation that cash has been handed 
over.   

• The cash drawer must be emptied at 
least twice a day.  

 

Question 11:   

For each financial report listed below: 

• Identify two (2) key features.  

• Identify two (2) interim reports that you would generate at the end of each month.  

Assessor Marking Guide  

Student's response will vary, however, must demonstrate their knowledge two key features of financial reports and two 
interim reports that would be generated at the end of each month appropriate to the following banking methods. 

 

Financial Report  Key Features  
 

Trial Balances  Example benchmark response includes: 
 

• Lists all the closing balance of all the 
ledger accounts. 

• It is not an account. It is only a statement 
of account.  

• Ledger balances are posted either on the 
debit side or the credit side of the 
statement. 

• Debit balances should equal the credit 
balances.  

• The accuracy established by a trial 
balance is not proof that there are no 
mistakes in the books of accounts. 

Bank Account Reconciliation Report  Example benchmark response includes: 
 

• Lists the period end bank balance. 
• Lists the period the reconciliation report 

was created for.  



 

• Provides an explanation of the difference 
in balances as per the company's 
recorded amounts and bank statement. 

Interim reports that you would generate at the 
end of each month 

Example benchmark response includes: 
 

• Balance Sheet 
• Profit and Loss 
• Cash Flow Statement 
• Aged Receivables Report 
• Aged Payable Report 

 

Question 12:  

For each of the fourteen (14) accounting processes and procedures listed below: 

• List two (2) processes.  

• List two (2) procedures.  

 

Assessor Marking Guide  

Students' wording will vary; however, they must demonstrate the knowledge of two (2) processes and two (2) procedures 
for the accounting convention listed below. 

 

 Process Procedures 

Entering and balancing 
deposits  

Example benchmark response includes: 

i. Ensure that all information in bank 
records and/or deposit slips are 
accurate.  

ii. Ensure that all deposits are 
properly recorded, including 
relevant documentation. 

Example benchmark response includes: 

i. Ensure that deposit slip totals 
reconcile with the total of cash and 
cheques.  

ii. Stamped copies of all deposit slips 
are to be retained on file in date 
order. 

Entering and balancing 
payments  

Example benchmark response includes: 

i. All payments made must be 
supported by appropriate 
documentation.  

ii. Ensure that all information relevant 
to payments made is correct  

Example benchmark response includes: 

i. Ensure that all staff handling 
payment transactions are 
adequately trained.  

ii. All cheques should be banked 
intact for the prescribed amount. 



 

Reconciling bank 
documentation  

Example benchmark response includes: 

i. Bank reconciliations should be 
performed regularly.  

ii. Investigate all irregularities and 
resolve them in a timely manner 

Example benchmark response includes: 

i. Ensure that there is a written record 
of all queries for all bank 
reconciliations, and any 
discrepancies are investigated and 
resolved.  

ii. Access to banking systems must be 
strictly controlled  

Processing and balancing 
petty cash transactions 

Example benchmark response includes: 

i. Maintain a record of all relevant 
receipts.   

ii. Investigate all irregularities and 
resolve them in a timely manner 

Example benchmark response includes: 

i. The petty cash system must be 
kept independently from other 
financial records.  

ii. Petty cash float must be reconciled 
and authorised after every 
reimbursement.  

Checking and verifying 
supporting documentation 
for financial transactions  

Example benchmark response includes: 

i. Ensure that all financial 
transactions are supported by valid 
documentation.  

ii. Ensure that all payments are 
properly authorised  

Example benchmark response includes: 

i. Monthly accounting records – bank 
reconciliation and financial reports 
must be certified.  

ii. Conduct an audit of bank account 
transactions to ensure that 
documentation for all receipts and 
payments are in order  

Applying security and 
safety measures when 
preparing and banking 

receipts  

Example benchmark response includes: 

i. Ensure that all financial 
transactions are supported by valid 
documentation  

ii. Ensure that all payments are 
properly authorised  

Example benchmark response includes: 

i. Monthly accounting records – bank 
reconciliation and financial reports 
must be certified  

ii. Conduct an audit of bank account 
transactions to ensure that 
documentation for all receipts and 
payments are in order  



 

Preparing deposit facilities  

Example benchmark response includes: 

i. Use standard bank deposit 
documentation for all transactions  

ii. Ensure that all staff preparing 
deposit documentation are 
properly authorised to do so  

Example benchmark response includes: 

i. Totals of cash and cheques 
included in banking totals are to be 
reconciled with bank deposit slips  

ii. All deposits are to be made into the 
one business bank account   

Entering data into 
financial systems 

Example benchmark response includes: 

i. Ensure that all staff entering data 
into the system are given proper 
permissions to do so  

ii. Files used must be backed up 
regularly    

Example benchmark response includes: 

i. Open the digital system used by the 
organisation  

ii. Enter the information asked by the 
system, ensuring that all 
information is accurate  

Processing general and 
special journal entries 

Example benchmark response includes: 

i. Ensure that all staff processing 
data are given proper permissions 
to do so  

ii. Update journal entries regularly to 
ensure that all information is up to 
date 

 

Example benchmark response includes: 

i. Ensure that there is an audit trail for 
all financial activities in the 
business  

ii. Ensure that the comments on all 
journal entries contain enough 
detail to enable the transaction to 
be verified   

Identifying and correcting 
errors in a journal 

Example benchmark response includes: 

i. Adjust the entry in the accounts 
concerned  

ii. Trial balances must be done 
regularly to ensure that there are 
no errors  

 

Example benchmark response includes: 

i. The trial balance is prepared. If it 
does not balance, staff must go 
through all transactions to identify 
the error/s made 

ii. Adjustments made in the general 
journal must also be reflected in the 
specific account 

 



 

Preparing, authorising and 
checking journals  

Example benchmark response includes: 

i. All journal entries must be 
authorised before processing.  

ii. Ensure that all staff preparing and 
accessing journals are given proper 
permission to do so  

Example benchmark response includes: 

i. All journal entries are to be signed 
off as evidence of review and 
authorisation. 

ii. All journal entries should be 
referenced to and verifiable against 
supporting documentation  

Processing interim reports 

Example benchmark response includes: 

i. Ensure that all staff processing the 
reports are given proper 
permissions to do so.  

ii. Ensure that the reports prepared 
fall within the correct time period. 

 

Example benchmark response includes: 

i. Prepare all relevant documentation, 
including:  

o Balance sheets 

o Income statements  

o Cash flow statements  

ii. Ensure that report is prepared 
following organisation's 
recommended format   

Extracting, checking, and 
correcting a trial balance 

Example benchmark response includes: 

i. Ensure that all staff processing the 
reports are given proper 
permissions to do so.  

ii. Financial reports, including Profit & 
Loss Report, Balance Sheet and 
Trial Balance, must be prepared 
regularly and formally as the output 
from the accounting system  

Example benchmark response includes: 

i. Confirm that the trial balance flows 
through to the financial reports.  

ii. The monthly trial balance must be 
signed off to signify that it balances 

Filing documentation 
following organisational 

and regulatory 
requirements 

Example benchmark response includes: 

i. Ensure that all staff processing the 
reports are given proper 
permissions to do so.  

ii. All business records and reports 
are filed away securely in a 
structured filing system.  

 

Example benchmark response includes: 

i. Ensure that the filing system is 
documented and is operating 
effectively.  

ii. Observe the security of filing 
systems in protecting the records 
and reports of the business   

 

 

Question 13:  

Describe each accounting convention listed below. (maximum 150 words each accounting convention)  

Assessor Marking Guide  

Student's response will vary, however, must demonstrate their knowledge of each accounting convention listed.  



 

Historical cost convention 

Example benchmark response includes: 

The historical cost convention is a rule which states that all transactions are 
recorded at their original value, and adjustments are not made for inflation. This 
means that assets are not valued at what they could be sold for at the present 
time. 

Accounting period convention 

Example benchmark response includes: 

The continuous life of a business is based on accounting periods which maybe a 
week, a month, a quarter or a full year but must not be any longer due to taxation 
requirements 

Verifiability 

Example benchmark response includes: 

Evidence should be available whenever possible to verify or check the details of 
financial transactions. Business documents such as invoices, receipts and 
cheque butts are the tools of verifiability. 

The matching principle 

Example benchmark response includes: 
The matching principle endeavours to calculate a profit or loss figure for an 
accounting period by matching revenue for that period with the expenses over 
the same period of time. There are two basic methods of applying this matching 
principle. 
 
1. Cash accounting, where profit is calculated by matching revenue received 

with expenses paid. 
2. The accrual method where profit is determined by matching revenue earned 

with expenses incurred. 

 

 

 

MARKING GUIDE Task 1 

2. Students must download the email template provided in Task 1 under the "file attached" hyperlink and draft 
an email to Joelle introducing themself and requesting that she completes Ace Finance’s New Client 
information form. 
 
In the email, students must: 



 

• Introduce themselves. 
• Use professional language and clear communication.  
• Attach a copy of Ace Finance New Client information form. 

Students need to save the email and upload it with their assessment as evidence. 

 

The following is Isla & Co's procedure manual. The student will download this in Task 1 under the "file attached" 
hyperlink. Alternatively, this is accessible in Module 3, Assessment 1 tab in the platform.  

General Procedures 
• All computerised accounting entries must have supporting written documentation. 
• The supporting documentation must be authorised by John Sweet. 
• All authorised documentation, reports, etc., are to be filed in the filing cabinet labelled 'Accounts' in the office. 
• Whether issuing or receiving, all cheques must be checked for errors before they are processed. 
• No cash payments amounting to $200.00 and above will be accepted. All payments amounting to $200.00 and 

above must be made with cheques. 

Sales and Banking Deposits  
• All customer sales must be entered into the POS system, and a tax invoice provided to the customer.  
• Cheques and cash must be kept in a locked drawer and cleared each night to the safe.    
• Cheques and cash from the safe will be banked each Friday by the bookkeeper. 
• No cash is to be left in the cash drawer overnight.  
• The store manager will cash up at the end of each day's trading. Sales will be reconciled to each payment method 

(EFTPOS, cash and cheque payments). Once the daily takings are reconciled, the total takings figure is entered 
into the Cash Drawer in Xero.  

• It is the Store Managers responsibility to investigate and correct any discrepancies or errors.   



 

• NAB transfer the EFTPOS settlement total to the Business Savings Account 306-234 12345679 at midnight each 
night.  

• The bookkeeper must:  
o reconcile the daily EFTPOS settlement total to the amount transferred to the Business Savings Account 

and investigate any discrepancies.  
o transfer the EFTPOS settlement amount from the cash drawer to the Business Savings Account in Xero.  

• Two (2) copies of the Bank Deposit slip must be taken to the bank and stamped and signed by the teller. One of 
the stamped copies must be filed in the filing cabinet labelled 'Accounts' in the office.   

• The bank deposits will then be transferred from the cash drawer to the Business Savings Account in Xero by the 
bookkeeper.  

Account Reconciliations 
• Reconciliations of the Business Savings Account account must be done as soon as possible. 
• The petty cash account must be reconciled each time that a reimbursement cheque is drawn.   
• PDF copies of the Reconciliation Reports must be filed by year and month and bank account in 

https://myisla.sharepoint.com/Finance/reconciliation_reports  

Petty Cash 
Isla&Co's petty cash float is $200. 

The petty cash must be kept in a locked petty cash box.  

Reimbursement of Expenses  

Form to use: Petty Cash Voucher 

• This is when staff member spends their personal money for an expense and need to be reimbursed. 
• No money is to be reimbursed without: 

o a receipt for the purchase 
o a Petty Cash Claim voucher being completed and signed. 
o the purchase being authorised. 

• Only the bookkeeper or Joelle can authorise petty cash transactions. 
  
Advance Procedure 

Form to use: Petty Cash Voucher 

• This is when a staff member is given an authorised advance from petty cash to purchase a shop item, and the 
exact price is not known. 

• The Petty Cash Voucher should be filled in with the amount advanced, and the receiver is to sign the form for 
receipt of money. 

• Once a purchase has been made and the receipt and change handed back to the bookkeeper, the Petty Cash 
Voucher must be filled in completely and the unused funds checked and returned to the petty cash float. The 
receipt is to be attached to the voucher and  

• Only the bookkeeper or Joelle can authorise petty cash advances. 

  

To balance the petty cash: 

• Count the money left in the petty cash (cash in hand).  
• Take all receipts and total these. 
• Add the total receipts and cash in hand. These should add up to the total float amount of $200.  
• All transactions are to be entered into Xero by the bookkeeper.  

https://myisla.sharepoint.com/Finance/reconciliation_reports


 

• Once any variances Identified, have been investigated, a reconciliation report is to be generated and a cash 
cheque written to reimburse petty cash.  

Journal Entries 
• All journal entries should be supported by documentation and should be reviewed and approved by Joelle. Any 

changes must be initialled by her.  
• Entries are to be batched together and recorded at the end of the month. 
• Adjusting journal entries should be posted as of the last day of the appropriate accounting month. 

 

Invoices 
• The business always issues 'Tax Inclusive' invoices on plain paper for sales. 
• Items will be purchased and sold using an item invoice. However, items will not be inventoried. 

Authorisation 
The following must be authorised and signed-off by Joelle: 

• All purchases 
• Petty cash discrepancies 
• Month-end adjustments 
• Xero Data errors and discrepancies 

Xero entries should be reversed and re-entered, not deleted to ensure an audit trail exists for all transactions. 

All communication regarding paperwork sign-off will be placed in a manila file titled 'Awaiting Authorisation' and placed 
on Joelle's office desk by 3:00 PM. This is to ensure sign-off on the same day. 

Urgent matters will be attended to immediately by phone or face-to-face contact but should still be placed in the folder 
for written sign-off confirmation. 

Record-keeping 
• Invoices - Supplier tax invoices must be stored in monthly folders according to the date of the invoice. 
• Bank statements - PDF copies of bank statements are to be filed with the reconciliation reports in SharePoint by 

year and month and bank account name. 

https://myisla.sharepoint.com/Finance/reconciliation_reports 

• Copies of pay advices are to be filed in the payroll file on SharePoint by year, month and date. 

https://myisla.sharepoint.com/Finance/Payroll 
 

Data Security 
Xero uses multi-factor authentication (MFA). This adds an additional layer of security by checking that it's really you when 
you log in to Xero. It combines your username and password with an authentication app on your smartphone or tablet. 
This second layer of security is designed to prevent anyone but you from accessing your account even if they know your 
password. 

There is no need to back up Xero as the data is automatically backed up and protected online in the cloud. Xero does 
regular data security audits and monitors security systems to identify and manage threats. 

All documents no longer required in the business must be shredded for security reasons and never put in the rubbish bin. 

Input Standards 
• All data must be entered daily into the accounts and at the date of the actual transaction.  

https://myisla.sharepoint.com/Finance/reconciliation_reports
https://myisla.sharepoint.com/Finance/Payroll


 

• At the end of the month, a Trial Balance must be printed and checked.  
• Reconciliation must be completed, and any authorised adjustments entered in General Journal dated the last day 

of the month. 

 

Trial Balances and Interim Reports  
• At the month's end, all account reconciliations must be completed, including all adjustments journalised and 

posted. 
• Once these have been completed, a final trial balance needs to be generated.  
• Once this has been verified by Joelle, then a Profit and Loss statement and Balance Sheet can be generated and 

given to Joelle, along with Reconciliation Reports. 

Banking Security Measures 
• Money must be counted before being deposited. Cash should be counted in a secure room, away from areas 

available to the public. The authenticity of cheques should be ensured before any banking is undertaken. 
• All cash payments and cheques received should be delivered, in person, to NAB. To ensure accountability, at least 

two (2) people should transfer the money to and from the bank. 
• Employees must comply with identification and verification requirements as per Anti-Money Laundering and 

Counter-Terrorism Financing Act 2006. 

Banking Safety Measures 
• In compliance with WHS legislation and the duties of care outlined therein, it is the business's foremost concern 

to ensure the health and safety of employees in all business undertakings, including the handling and transporting 
of cash. 

• Employees must vary the time's money is counted and transferred to the bank. As much as possible, money 
should be moved at low-risk times. 

• Employees must vary the route taken to the bank. 
• Employees must not place the cash/cheques in obvious bank bags. 
• The bank should be informed of the expected transaction, as well as the expected time of arrival and return of the 

employees transferring money to and from the bank. 
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FILE ATTACHED-Assessment 1 Task 2 - Ace Finance Client Engagement Agreement 

 
 
 
 

 
 
New Client Agreement       

FILE ATTACHED-Assessment 1 Task 2 - Ace Finance Client Engagement Agreement 
FILE ATTACHED-Assessment 1 Task 2 - Ace Finance New Client Information Form 

FILE ATTACHED-Assessment 1 Task 2 – Ace Finance Client Document Checklist 
FILE ATTACHED-Assessment 1 Task 2 – Outstanding Invoices, Credit Notes & Bills 

 
Hi there,  

 
Joelle had sent through some financial documents to assist us in processing Isla & Co’s account 
transaction. I have attached them to this email.  
 
We need to identify, check, and record information from these financial documents provided by Isla & 
Co.  
 
To do this, I need you to complete the following two (2) tasks:  

1. Review our Terms of Engagement agreement attached to this email. This outlines the terms 
agreed to by clients when they engage with Ace Finance to process their monthly transactions 
and generate reports.  
 

2. Complete the Ace Finance Client Document Checklist based on our client engagement 
agreement, policies and procedures and the information provided by Joelle. At this stage in 
the process, you are only checking to ensure that the client has provided all the 
documentation we require to commence this engagement.  
 

Based on your checklist, I will follow up with Joelle to provide any outstanding initial documentation.  
 
The checklist will be updated progressively throughout the assessment. At the end of the assessment 
pdf the checklist and upload it with your assessment. 

 
 
 
 
 

 
 

 

Warm regards,  
 Andrew | Manager 
 andrew@ace.finance 

  

https://uponline.education/pluginfile.php/2841/mod_assign/introattachment/0/FNSACC311_Assessment%201_%20Task%202.pdf?forcedownload=1
https://uponline.education/pluginfile.php/2841/mod_assign/introattachment/0/FNSACC311_Assessment%201_%20Task%202.pdf?forcedownload=1
https://uponline.education/pluginfile.php/2841/mod_assign/introattachment/0/FNSACC311_Assessment%201_Task%202..docx?forcedownload=1
https://uponline.education/pluginfile.php/2841/mod_assign/introattachment/0/ACE%20Finance%20Client%20Engagement%20Agreement.pdf?forcedownload=1
https://uponline.education/pluginfile.php/2841/mod_assign/introattachment/0/FNSACC311_Assessment%201_Task%202%20Client%20Form.pdf?forcedownload=1
mailto:andrew@ace.finance


 

 



 

 



 

 



 

 



 

 



 

 

 

 



 

FILE ATTACHED-Assessment 1 Task 2 - Ace Finance New Client Information Form 

 

 

 

 

 

https://uponline.education/pluginfile.php/2841/mod_assign/introattachment/0/FNSACC311_Assessment%201_Task%202..docx?forcedownload=1


 

 

FILE ATTACHED-Assessment 1 Task 2 – Ace Finance Client Document Checklist 

 

Task 2 MARKING GUIDE  

The student will download a copy of Ace Finance’s Client Document Checklist under theTask 2  "file attached" 
hyperlink. The checklist will be updated progressively throughout the assessment. At the end of the 
Assessment, students should identify the documents that they have requested and been provided.  

• Documentation that have a ‘Yes’ in both the requested and provided column have been requested by 
students. 

• Documentation with a ‘No’ in both the requested and provided column are not required for this 
assessment. 

• Documentation with a 'No in the requested column and a Yes in the provided column have been 
forwarded from Joelle without having to be requested. 

 

 

 

 

 

 

https://uponline.education/pluginfile.php/2841/mod_assign/introattachment/0/ACE%20Finance%20Client%20Engagement%20Agreement.pdf?forcedownload=1


 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

FILE ATTACHED-Assessment 1 Task 2 – Outstanding Invoices, Credit Notes & Bills 

 

 

 

Ace Finance Client Document Checklist 

Purpose of Document 

 
This Client Engagement Checklist is used by the staff of Ace Finance to record the documents 
that have been received from new clients and documents that are still outstanding.  
 
Complete the checklist using ACE Finance Client Engagement Agreement, Clients Policies 
and Procedures as well as other documents provided by the client.  
 
PART A - Initial Documentation must be completed prior to commencing processing 
financial transactions for a new client.  
 
PART B - Follow up Documentation must be completed while working through Assessment 1 
Tasks 2-5.   

Name of Client  Isla & Co 

Financial Year  2020/2021 
INFORMATION  REQUESTED Y/N PROVIDED Y/N COMMENTS 

PART A - Initial Documentation 
New Client Information Form  Yes Yes  

2020/2021 Trial Balance from 
the previous accountant  

Yes Yes  

Outstanding Customer Invoices 
and Supplier Bills 

No Yes  

PART B - Follow up Documentation  
These documents will be provided in increments as we process the client's transactions.  

Copies of Invoice Issued to 
Clients/Customers  

No Yes  

Bills  Yes Yes  
Payments  Yes Yes  
Staff payment summaries No No Not needed for this UOC 
Petty Cash Receipts No Yes  
Petty Cash Vouchers  No Yes  
Credit Card Statements No No Not needed for this UOC 
Cheque payments  Yes Yes  
EFTPOS payments Yes Yes  
Cash payments  Yes Yes  
List of inventory No No Not needed for this UOC 
Details of Last Stock Take No No  Not needed for this UOC 

Other Information Requested (please list) 
    

https://uponline.education/pluginfile.php/2841/mod_assign/introattachment/0/FNSACC311_Assessment%201_Task%202%20Client%20Form.pdf?forcedownload=1


 

Task 3 

 

 

 

 

 

 

 
 
 
 

 
 
Set up Isla & Co in Xero         

FILE ATTACHED – Assessment 1 Task 3 – Trial Balance 31.03.2021 
 

 

Hi there,  

I followed up with the outstanding documentation and attached it to this email. Please update the Ace 
Finance Client Document Checklist. 
 
 
Following Isla & Co's Accounting Procedures manual and using the documents Joelle has provided, I need 
you to set up Isla & Co in Xero:  
 

1. Set up NAB Business Bank Account, petty cash and a cash drawer. 
 

2. Add the account balances to the chart of accounts and any outstanding invoices and bills, equal to 
the Accounts Receivable and Payable totals. Ensure that as you enter the information, check it for 
accuracy and reliability (correct spelling, recording of data, appropriate authorisations and tax 
codes etc.)  
 

3. Generate a Trial Balance as at 31 March 2021 in Xero. Save a copy to your desktop and upload it with 
your assessment. 

 
 

 
 

 

 
Warm regards,  
 Andrew | Manager 
 andrew@ace.finance 

 
 
 

 

https://uponline.education/pluginfile.php/2841/mod_assign/introattachment/0/FNSACC311_Assessment%201_Task%203%20Trial_Balance%2031.03.2021.xlsx?forcedownload=1
mailto:andrew@ace.finance


 

 

FILE ATTACHED – Assessment 1 Task 3 – Trial Balance 31.03.2021 

 

Task 3 – MARKING GUIDE  

Information required to set up the company in Xero is provided in the new client information form. 

Financial Information to be entered in Xero. 

https://uponline.education/pluginfile.php/2841/mod_assign/introattachment/0/FNSACC311_Assessment%201_Task%203%20Trial_Balance%2031.03.2021.xlsx?forcedownload=1


 

 

 

Basic Information to be entered in Xero. 



 

 

1. Set up NAB Business Bank Account, petty cash and a cash drawer. 

Students need to set up three (3) bank accounts: 



 

• Business Savings Account 

• Petty Cash Account  

• Cash Drawer Account  

Students must refer to Isla & Co’s Procedure Manual to locate the information on the NAB Business Savings 
Account BSB:306-234 Account #:12345679. 

 

2. Add the account balances to the chart of accounts and any outstanding invoices, credit notes and bills, 
equal to the Accounts Receivable and Account Payable totals.  

Students are provided with a trial balance dated 31/03/2021. They must enter this data in Xero and produce a 
trial balance dated 31/03/2021. 

Accounts Receivable balance of $5,588.40 is made up of: 

 



 

 

Accounts Payable balance of $2,783.00 is made up of: 

 

 

 

3. Generate a Trial Balance, as of 31 March 2021 in Xero  

Students must generate a Trial Balance from Xero as per the example below. It must contain:  

• Name of the company – Isla & Co 
• Account Types as listed below. Highlighted accounts are either new accounts students have to create 

or existing accounts that they can amend. 
• Total Debits should equal Total Credits ($612,213.04) 
• NAB Business Bank Account, Cash Drawer, Petty Cash  

Xero Ledger account code may vary as a student do have the freedom to allocate their own account numbers. A 
benchmark answer has been provided below. 

 



 

 

 
 

 

 

 

 

 

 

 

 



 

Task 4 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 
 

 
 
Establish accuracy and authorisation        

FILE ATTACHED-Assessment 1 Task 4 - Petty Cash Transactions 
FILE ATTACHED-Assessment 1 Task 4 - Voice Recording 

 
Hi there,  

We received petty cash information from Joelle, which I have attached to this email. Could you 
please review to check it complies with Isla & Co’s Petty Cash procedure and update the Ace 
Finance Client Document Checklist. 
 
I have sent Joelle a copy of the Trial Balance from Xero and asked her to confirm the balance is 
accurate as at 31/03/2021. We need verbal authorisation from her to move forward with managing 
Isla & Co’s accounts as she has not yet signed and returned  Ace Finance Client Engagement 
Agreement. We are also still waiting on copies of all the financial transactions for April 2021.  
 
Could you please follow up with Joelle by calling her and:  
 

• requesting details or copies of April Invoices, Bills, Payments and Shop Sales  
• ask if she can return the signed Ace Finance Client Engagement Agreement and 

request verbal authorisation for Ace Finance to manage Isla & Co’s accounts 
• ask her to confirm the total debit and credit figures in the 31/03/2021 Xero trial 

balance are correct 
• request any petty cash documentation that is missing. 

 
I have attached tips to help with this call. Please ensure you follow Ace Finance’s policies and 
procedures when dealing with clients and also adhere to Isla & Co’s procedures when managing 
their accounts. 
 
 
 
 
 
 
 

 

 
Warm regards,  
 Andrew | Manager 
 andrew@ace.finance 

https://uponline.education/pluginfile.php/2784/mod_assign/introattachment/0/FNSACC311_Assessment%201_Task%204.pdf?forcedownload=1
https://uponline.education/pluginfile.php/2841/mod_assign/introattachment/0/FNSACC311_Assessment%201_%20Task%204.xlsx?forcedownload=1
mailto:andrew@ace.finance


 

FILE ATTACHED-Assessment 1 Task 4 - Petty Cash Transactions 

 

FILE ATTACHED-Assessment 1 Task 4 - Voice Recording 

Task 4 Marking guide: 

Voice message  

During this task, students must: 

• Introduce themselves clearly and professionally. 
• Establish the accuracy of the information you have entered in Xero by asking Joelle to review the Xero 

Trial Balance and confirming the total debit and credit figure at 31/03/2021 of $612,213.04 is correct. 
• Ask Joelle to provide copies of petty cash receipts, vouchers and authorise the petty cash transactions 

(As per Isla & Co’s Petty Cash procedure) 
• Seek authorisation to commence processing April transactions.  
• Ask Joelle to return the signed Ace Finance Client Engagement Agreement 
• Ask Joelle to send through details of all transactions for the period 01/04/2021 – 11/04/2021. Students 

must request at least 2 of the following transaction types: 
o Shop Sales Transactions 
o Bank Deposits  
o Bill received and paid 
o Invoices generated and paid 

 

https://uponline.education/pluginfile.php/2784/mod_assign/introattachment/0/FNSACC311_Assessment%201_Task%204.pdf?forcedownload=1
https://uponline.education/pluginfile.php/2841/mod_assign/introattachment/0/FNSACC311_Assessment%201_%20Task%204.xlsx?forcedownload=1


 

Task 5 

 

 
 
 
 

 
 
Prepare and process banking and petty cash documents        

FILE ATTACHED-Assessment 1 Task 5 - Petty Cash Vouchers 
FILE ATTACHED-Assessment 1 Task 5 - Petty Cash Receipts   

 
Hi there,  

We have received Joelle's authorisation below. Please listen and confirm it has met our policy and procedure 
requirements.  
 

 
 
Joelle has sent through the requested financial documents, which I have attached to this email.  Please 
update the Ace Finance Client Document Checklist. She has also informed us that on 01/04/2021, Joelle wrote 
a cheque (#1122) for $332.22 from the Business Bank Account to reimburse petty cash and increase the float. 
 
To process these March transactions, I need you to do the following two (2) tasks. While you complete these 
tasks, ensure that you are checking the accuracy of the documents while following Isla & Co’s Procedures 
Manual.  
 

1. Fill out a petty cash voucher for each petty cash receipt in the template provided. Save the 
document as a PDF and upload it with your assessment.  
Joelle has advised: 

• the purchases were all made by William Winsor. 
• Allocate 

o Aust Post to postage 
o Woolworths to Staff Amenities 
o Officeworks, Shop & Display and JB HIFI to Office Expenses 
o Jamaica Blue to Sundry Expenses 

 
2. Enter the transactions into Xero and attach a copy of the receipt to the transaction.  

 
3. Generate a Petty Cash reconciliation report for the period 01/03/2021 – 30/04/2021 and upload it 

with your assessment. 
 
 

  
 
 
 

https://uponline.education/pluginfile.php/2841/mod_assign/introattachment/0/FNSACC311_Assessment%201_%20Task%205.pdf?forcedownload=1
https://uponline.education/pluginfile.php/2841/mod_assign/introattachment/0/FNSACC311_Assessment%201_Task%205.docx?forcedownload=1
https://uponline.education/pluginfile.php/2841/mod_assign/introattachment/0/Joelle%20reply.m4a?forcedownload=1


 

 

 

 

FILE ATTACHED-Assessment 1 Task 5 - Petty Cash Receipts  

 

 

 

 
Warm regards,  
 Andrew | Manager 
 andrew@ace.finance 

https://uponline.education/pluginfile.php/2841/mod_assign/introattachment/0/FNSACC311_Assessment%201_Task%205.docx?forcedownload=1
https://uponline.education/pluginfile.php/2841/mod_assign/introattachment/0/FNSACC311_Assessment%201_Task%205.docx?forcedownload=1
mailto:andrew@ace.finance


 

 

 
 
 
 
 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

FILE ATTACHED-Assessment 1 Task 5 - Petty Cash Vouchers 

 
 

 

 

https://uponline.education/pluginfile.php/2841/mod_assign/introattachment/0/FNSACC311_Assessment%201_%20Task%205.pdf?forcedownload=1


 

Task 5 Marking Guide: 

1. Fill out a petty cash voucher for each petty cash receipt in the template provided. Save the document as a 
PDF and upload it with your assessment. 

Students must complete a petty cash voucher for each of the transactions. They must include:  

• date of the transaction 

• description of the item purchased 

• any GST included in the purchase price 

• the total amount paid, including GST 

• purchased by Willian Winsor 

• Joelle as the person authorising the transaction 

 

Task 5-MARKING GUIDE  

2. Generate a Petty Cash reconciliation report for the period 01/03/2021 – 30/04/2021.  

Students must Generate a petty cash reconciliation report dated 01/03/2021 - 30/04/2021 that shows a 
Statement balance and Balance in Xero of $450.   

The Bank Statement must have: 

• 01/03/2021 opening balance  $400.00 
• 01/04/2021 reimbursement $332.22 
• Closing balance    $450.00 

A benchmark answer has been provided below. 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

Task 6 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 
 

 
 
Complete cash journals.         

FILE ATTACHED-Assessment 1 Task 6 - April Shop Sales  
FILE ATTACHED-Assessment 1 Task 6 - Assessment Workbook 

 

Hi there,  

Joelle has provided us with the following information: 
 

• there was no money in the safe to be banked as at the end of March  
• the EFTPOS transactions for 31/03/2021 have not been transferred from the cash drawer to 

the bank account in Xero.  
 
Review Isla & Co's Procedures Manual, focusing on ’Sales and Banking Deposits’ and complete the 
following tasks:  
 
Manually: 

1. Enter the daily sales for 01/04/2021 to 10/04/2021 in the cash receipts journal.  
2. Transferred all the daily EFTPOS sales, including 31/03/2021 sales, from the cash drawer to 

the business bank account using the Cash Payments Journal.  
3. Record the banking of the cash and cheques in the Cash Payments Journal.  
4. Post the cash payments journal into the following general ledger accounts:  

• Cash Drawer ledger  
• GST Payable Ledger  
• Bank Ledger  
• Sales Ledger 

 
In Xero:  

5. Record Isla & Co's cash, cheque and EFTPOS Sales for up to 10/04/2021.  Transfer the daily 
EFTPOS sales, including 31/03/2021 sales, from the cash drawer to the bank account.  

6. Reconcile the Cash Drawer and generate a Cash Drawer Reconciliation Report for the period 
of 31/03/2021- 30/04/2021. 

 
 

 
Warm regards,  
 Andrew | Manager 
 andrew@ace.finance 

  

https://uponline.education/pluginfile.php/2784/mod_assign/introattachment/0/FNSACC311_Assessment1_Task%206%20April%20Shop%20Sales.xlsx?forcedownload=1
https://uponline.education/pluginfile.php/2841/mod_assign/introattachment/0/FNSACC311_Assessment1_Workbook.xlsx?forcedownload=1
mailto:andrew@ace.finance


 

 

FILE ATTACHED-Assessment 1 Task 6 - April Shop Sales 

 

 

FILE ATTACHED-Assessment 1 Task 6 - Assessment Workbook 

Task 6- MARKING GUIDE   

Manually 

1. Students must Enter the daily sales for 01/04/2021 to 10/04/2021 in the cash receipts journal. A benchmark 
answer has been provided below. 

 
 

2. Students must transfer the daily EFTPOS sales from the cash drawer to the business bank account using the 
Cash Payments Journal.  

3. Students must record the banking of the cash and cheques in the Cash Payments Journal. A benchmark 
answer has been provided below. 
 

https://uponline.education/pluginfile.php/2784/mod_assign/introattachment/0/FNSACC311_Assessment1_Task%206%20April%20Shop%20Sales.xlsx?forcedownload=1
https://uponline.education/pluginfile.php/2841/mod_assign/introattachment/0/FNSACC311_Assessment1_Workbook.xlsx?forcedownload=1


 

 

4. Students must post the cash payments journal into the:  

• Cash Drawer ledger  

• GST Payable Ledger  

• Bank Ledger  

• Sales Ledger 

A benchmark answer has been provided below. 

 

 

 



 

In Xero 

 
5. Record Isla & Co's cash, cheque and EFTPOS Sales for up to 10/04/2021 and transfer them from the cash 

drawer to the bank account.  
6. Reconcile the Cash Drawer and generate a Cash Drawer reconciliation report for the period of 31/03/2021- 

30/04/2021. 
 

Student's must generate a Cash Drawer Reconciliation report consistent with the benchmark answers provided 
below. The student should be able to demonstrate they have:  

• Recorded the total daily total sales amount (as per Isla&Co's updated procedure)  
• Transferred the EFTPOS sales from the cash draw to the business bank account each day  

o 31/03/2021 $1580 
o 01/04/2021 $2580 
o 02/04/2021 $2320 
o 03/04/2021 $3550 
o 05/04/2021 $1150 
o 06/04/2021 $890 
o 07/04/2021 $1720 
o 08/04/2021 $2610 
o 09/04/2021 $2140 
o 10/04/2021 $3160 

• Banked the cash and cheques every Friday 
o 02/04/2021  $340.00 
o 09/04/2021 $1790.00 

• Balance in the reconciliation report should equal $760.00. 

 



 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

Congratulations, you have reached the end of Assessment 1!  
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